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[Your Full Name]
[Suburb, City]
[Cell number]
[Email address]

[Date, e.g. 3 March 2025]

[Contact person's name, if known]
[Their job title, e.g. HR Manager]
[Company name]
[Company address]

Dear [Ms/Mr Surname / Sir or Madam],

Re: Application for [Job Title] – Ref: [reference number, if given]

I'm applying for the [Job Title] position advertised on [where you saw it]. I have [experience
or qualification] and skills in [2–3 skills from the advert].

At [Employer / School / Project], I [task you did], which [result]. I'm confident I can do the
same for [Company].

Please find attached my CV and [requested documents]. I'm available for an interview on
[days/times] and can start [start date].

Thank you for considering my application.

Yours sincerely,
[Your Full Name]
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