
Writing letters of application


Ad found in a local newspaper

Part-time help. Needed to assist customers and fill orders. Prefer high school student for after school and some Saturday work. Send employment history to Mr. Personal Manager, Any Agriculture Business, 111 Ag. Drive., Hometown, Ga. 32456.

The student needs to write a letter of application for the above job. Use the form below to complete this writing assignment.

Employee Name

Address

Date

Employer Name

Company name

Street Address 

City, State Zip

Dear (employer)

(the first sentence should contain information about where or from who I learned about the job)

(second sentence states that I am applying for the job)

(the next paragraph explains my qualifications for the job by describing my education background and experiences)

(the last paragraph asks for an interview and tells how I can be reached)

· check the following items carefully

· heading - should include my address and the date

· inside address is correct

· the proper salutation has been used

· the proper closing has been used

· included my signature in the proper place

