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Your
Name

[Occupation] 

[In your personal statement include: Why you are applying (your ambitions and what interests you about the subject, course providers and higher education) & What makes you suitable (any relevant skills, experience or achievements gained from education, work or other activities)]


[image: ]  [Your address] 

[image: ]  [Your phone number]

[image: ]  [Your e-mail address]
	Education

[Date from – Date to]
[My degree/major] 
[School/University Name] | [Location]

[Provide education details, including academic results, degrees, diplomas and certificates]

Work Experience

[Date from – Date to]
[Job title] 
[Company Name] | [Location]

[Provide work experience details, including your key responsibilities and most remarkable accomplishments]

[Date from – Date to]
[Job title] 
[Company Name] | [Location]

[Provide work experience details, including your key responsibilities and most remarkable accomplishments]

[Date from – Date to]
[Job title] 
[Company Name] | [Location]

[Provide work experience details, including your key responsibilities and most remarkable accomplishments]

Extra Curricular Activities

[Date from – Date to]
[My Position] 
[Organization Name] | [Location]

[Provide extra curricular activities details, including your key responsibilities and most remarkable accomplishments]


[image: ]  [Your address] 
[image: ]  [Your phone number]
 [image: ] [Your e-mail address]
[Date]
Recipient’s Name
Recipient’s Address

Dear Mr/Mrs/Ms Surname
I am writing in relation to the recently advertised [insert position title here] position at [insert company name here] for which I would like to be considered. 
[In the first paragraph describe your academic background and explain why it is relevant to the positon you are applying to.]  Nulla in nulla diam. Maecenas ornare sem vitae orci auctor placerat. In pharetra ante at arcu. Class aptent taciti so per conubia nostra, per inceptos himenaeos. Nam maximus est sed pulvinar tempus. In vel diam et tellus cursus sollicitudin. Cras ut turpis ac quam bibendum ultricies. Aliquam erat volutpat.]
[In the second paragraph describe your previous work experience and provide evidence of why you believe it is relevant to the current job offering.] Pharetra ante at arcu ultricies, in sollicitudin lorem imperdiet. Class ad litora torquent per conubia nostra, per inceptos himenaeos. Nam maximus est sed pulvinar tempus. In vel diam et sollicitudin. Cras ut turpis ac quam bibendum ultricies. Aliquam erat volutpat.
[Include details on your personal skills and how they would benefit your work.] Mauris congue neque. Morbi est sem, imperdiet ac ligula nec, efficitur consequat ipsum. In pharetra ante at arcu ultricies, in sollicitudin lorem imperdiet.
Overall, I believe that I have the required experience and skill to undertake the [insert position title here] position at [insert company name here] and become a valuable member of your team.
I am looking forward to hearing from you soon and discussion my application further with you.

Yours sincerely
Name Surname
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