FORMAL APPLICATION LETTER


[DATE]

Dear [RECIPIENT NAME],

The intent of this letter and the attached resume is to apply for the position of [POSITION] at [COMPANY NAME]. I came to know about the opening through the advertisement posted on your company website, [WEBSITE URL].

I have academic and professional credentials to fit the roles and responsibilities of [POSITION]. I am a fast learner and have a keen eye for detail. I am a quick learner and a good team player. I have been in a leadership role for the last [NUMBER] [WEEK/MONTH/YEAR]. I lead from the front and ensure that the project is delivered on time. I am quality conscious and that reflects in multiple accolades which i have received from customers.

Thank you for taking time to consider my application. I have attached the required supporting documents along with this application. . Please let me know if you need any additional detail. I will furnish it at the earliest possible time. 

Many thank you for considering my candidature. You won’t regret hiring me.

Regards,

[YOUR SIGNATURE]


[YOUR NAME]
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