Application Letter
Name__________________________
When applying for a professional job, applicants usually write a letter to the company.  The letter describes the applicant in an impressive and professional manner.
The letter should include:
1. Date
2. Address
3. Contact Address
4. Greeting
5. Body
a. Explanation: “I have the skills to do this job.”
b. Experience: “ I have experience in …”
c. Plans: “I will … in the future.”
d. Contact: “Contact me if …”
e. Gratitude: “Thank you…”
6. Closing
7. Signature
8. Name Printed
1. Label the parts of the example letter on page 2.
2. Fill in the sections on page 3 for the following advertisement from the Valley Times.
Computer Technicians Needed
IBM Computers Inc. is hiring new data processors.  Contact the director of Human Resources, Bill Booger.  
1000 Industrial Drive, Owensboro, Kentucky 42301.
3. Write a letter of your own.
EXAMPLE
Construction Job Thank You Letter
March 25, 2010
Ms. Janice Wilson
Personnel Director
Anderson Construction Company 
3507 Rockville Pike
Rockville, MD 20895
Dear Ms. Wilson:
I read in the March 24th Washington Post classified section of your need for a Civil Engineer or Building Construction graduate for one of your Washington, DC, area sites. I will be returning to the Washington area after graduation in May and believe that I have the necessary credentials for the project.
Every summer for the last five years I have worked at various levels in the construction industry. As indicated on my enclosed resume, I have worked as a general laborer, and moved up to skilled carpentry work, and last summer served as assistant construction manager on a two million dollar residential construction project.
In addition to this practical experience, I will complete requirements for my B.S. in Building Construction in May.  As you may know, Virginia Tech is one of the few universities in the country that offers such a specialized degree for the construction industry. I am confident that my degree, along with my years of construction industry experience, make me an excellent candidate for your job.
The Anderson Construction Company projects are familiar to me, and my aspiration is to work for a company that has your excellent reputation.  I would welcome the opportunity to interview with you. I will be in the Washington area during the week of April 12th and would be available to speak with you at that time. In the next week to ten days I will contact you to answer any questions you may have.
Thank you for your consideration.
Sincerely,
Aaron M Carrico
Aaron Carrico
_____________________________
_____________________________
_____________________________
_____________________________
_____________________________
_____________________________
_____________________________
_____________________________
_____________________________
I read your advertisement in the _________________ times and am interested in applying for the _________________________ position.  I am confident that you will find that I have the skills to be a ___________________________. 
Every summer for the past 2 years I have volunteered as a _______________________. This experience has allowed me to develop the skills required by your company.  I have experience in _____________________________   and _________________________.  I also plan to _______________________________________________ which will help me increase my skills.
Please feel free to contact me if you are ________________.  I am looking forward to an opportunity to work for your company, _______________________________________.  Thank you for __________________________________________________________
_____________________________
_____________________________
_____________________________
