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Teachers TV handout
Title

Letter of application template
Author

Gill Wright
Associated Teachers TV programmes
KS3/4 Business Studies: Interviews and Recruitment
Programme description

A series of lessons which recreate real-life job interviews
Note to teachers 

This handout was not created by Teachers TV but the author has allowed us to publish it here to be used for educational purposes
Letters of application

Letters of application can be hand written or word processed. If word processing, check that your letter is applicable to the post you are applying for – edit your document if necessary. Whichever you choose, the layout of your letter should be as follows – this is the correct business letter layout:

4 Book Street




BRIGHOUSE

………………….

12 December 200-

……………

…………………… School

…………………..

………………….

………………

Dear ……………………

I am writing to apply for the post of ………………. as advertised in ……………

Details of any related work experience, explaining where you worked and the type of work you were involved in.  

Details of the characteristics and skills you have which are relevant to the post. Give examples of work that you have done/awards you have received which demonstrates these skills (do not forget that attendance and punctuality are important).
Details of responsibilities you have/have had.

Details of outside interests – particularly if they involve a regular commitment and/or responsibility.

Thank you for considering my application and I look forward to hearing from you.

Yours sincerely

Your signature here

Miss/Mr ……………………..

Job role (if you have one)
