


Sample cover letter: delete this page before saving final copy

Use this cover letter template if:

· you're applying for a job that has been advertised 
· you have some formal work experience. 

This sample cover letter shows what you should include when applying for a job if you have some work experience.

A good cover letter should have:

· your name, email, and phone number at the top
· the date you wrote it
· a subject line (e.g. “Application for Administration Assistant position”)
· a short introduction about who you are
· a main section explaining your skills and experience that match the job
· a closing paragraph asking for an interview

You can also include:

· general skills, like working in a team
· personal qualities that help you succeed at work
· any school work experience or volunteer work
· sports or community activities (if relevant)
· hobbies or interests related to the job

A strong cover letter:

· introduces you clearly
· shows how you match the job requirements
· encourages the reader to look at your resume
· avoids using “I” too much, as it can make the letter less engaging





















Your Name
Email: 
Mobile:
[Date]

RE: Application for <name of position you are applying for>

Dear Hiring Manager,

I am applying for the [Job Title] position at [Company Name]. I currently hold a Permanent Employment Visa (PEV), which gives me full work rights in Australia.

I am motivated to build a secure future for myself and my family, and I bring this mindset to my work. I aim to be reliable, work hard, and have a proven record of delivering strong results.

In my recent role as a [Your Previous Job Title] at [Previous Company/Country], I gained experience in [2–3 relevant skills]. I believe these skills will allow me to contribute positively to your team and support good service and productivity.

I am interested in joining [Company Name] because [specific reason]. I am adaptable, committed, and ready to contribute from the start.

I understand you may receive many applications, but I believe my motivation and skills would make me a good fit for your team.

I would welcome the opportunity to discuss my application further. I am available for a video interview and can provide any additional information if needed.

Thank you for your time.

Kind regards,
[Your Name]



