Job Application Letter
Writing one will help you highlight your skills and achievements and get the hiring manager’s attention. The only time not to send one is when the job listing says not to do so.
· Why are you writing ?
· Which job you are applying for
· What your qualifications are for the job
· What you have to offer the company
Heading: A letter of application should begin with both your and the employer's contact information (name, address, phone number, email) followed by the date. If this is an email rather than an actual letter, include your contact information at the end of the letter, after your signature[footnoteRef:1]. [1:  https://www.thebalancecareers.com/how-to-write-a-job-application-letter-2061569] 

First paragraph: In the first paragraph of your letter, it is important to explain why you are writing. Mention where you saw the job application, the date when it was posted (optional), and how you found the posting (e.g., presented on the company's website, posted on a job search board, etc.).
Middle paragraphs: This section of the letter is where you can make a pitch for your candidacy. Why would you be a good fit for the job? What can you offer the company? Highlight your most relevant jobs and responsibilities as well as your accomplishments. Make sure not to copy your resume directly, (include all your qualifications). 
Final paragraph: Use this space to thank the hiring manager for reading your email or letter, and mention that your resume is attached
Closing: Use a polite close, such as "Best" or "Sincerely,", “Regards” to sign off your letter, then type your full name.[footnoteRef:2] [2:  https://www.thebalancecareers.com/sample-email-job-application-letter-2061608] 









Sample
Subject: Adjunct Instructor Position - Jane Lee
Dear Ms. Smith:
I was keenly interested in reading the job posting for the position of English Language Professor at Oxford University. I believe my experience strongly matches the responsibilities of this role, and I am pleased to submit my application for your consideration.
My most recent teaching position was at Saida University, where I taught several disciplines such as Cognitive Psychology, pedagogy, and Academic writing, etc. as an adjunct professor. In addition, I served on two faculty committees and participated in a research project.
I have attached my resume to this letter. Through it, I hope you will learn more about my background, education, achievements, and awards.
If I can provide you with any further information, please let me know. I look forward to hearing from you about this opportunity.
Thank you for your consideration.
JaneLee
Jane.Lee@email.com
454-555-4653

