LETTERS OF APPLICATION

In most cases, your first contact with prospective employers will be by letter, either – 

· requesting an application form

· attached to your CV

· as an application in itself, or

· as a speculative approach.

The Basic Layout

There is no single correct way of laying out a letter. Often it comes down to what looks right on the size of paper being used, and the medium chosen i.e. whether it is hand-written or typed. Whichever style you choose, however, there are some basic rules you should follow.

Always include:

· your address and postcode [and telephone number if applicable]

· the date

· any reference which you have been asked to quote

· the name and address of the recipient, including postcode

The choice of layout can be either

1. Your address, telephone number and date in the top right hand corner, any reference and the recipient’s name and address slightly lower on the left, or 

2. The date [with any reference immediately below it] in the left hand corner your address, date and telephone number at the top right, with the recipients name and address at the end of the letter in the bottom left hand corner.

There is a lot to be said for adopting the second method. By keeping the date and reference out of the way, they don’t add to the length of ‘dead’ space taken up by your address. Similarly, by placing the recipient’s name and address at the end, the main content of the letter – which is the important part as far you are concerned - occupies centre stage, rather than being pushed towards the bottom left hand corner where it loses its impact.

This isn’t simply the ‘look good’ factor, the human eye tends to focus one third of the way down the page quite naturally, and therefore the main body of your letter should occupy this space rather than the recipient’s address.

Dear...

How should we begin?

The best advice is – ‘Do what the advert tells you’. For example, if you asked to write to Mrs Williamson, begin the letter ‘Dear Mrs Williamson’. If you asked to contact the Personal Officer, start with ‘Dear Sir or Madam’.

If you are instructed to ‘The Personal Officer’ and you want to show you have taken the trouble to find out who this person is, you can contact the company – unless the advert expressly tells you not to – and ask for the name of the person in question. If you are applying to a large organisation however, responsibility for recruitment is often delegated to someone further down the line. In this case your efforts may go untouched.

Heading or No Heading?
Putting the job title as a heading has the advantage of making life easier for whoever opens and sorts the morning mail. In a small business, it immediately highlights the fact that you are a job applicant, not a customer or client. In a larger organisation where more than one job is being advertised, it immediately identifies which post you are applying for.

Contents of Your Letter

If the job advert says ‘write for further details’ or ‘write for an application form’ do just that. Make your letter short, neat and clear, even this early correspondence can effect the impression you make on an employer. If, however, the advert says ‘apply in writing’, you should give full details about yourself and your reasons for the job.

Ideally, your simple letter should be no longer than two or three paragraphs. Remember this is not the application itself, so keep it brief. It should contain the following: -

· an introduction and reason for writing

· any specific information [if relevant]

· a conclusion

First Paragraph

When the letter is asking for an application form or it is attached to a CV, simply state you are applying for the job and where you saw it advertised. If you are returning an application form, thank whoever sent it and acknowledge any additional information that came with it.

Second Paragraph

If you are requesting an application form and further details, do so here and sign off. If this is a covering letter draw attention to the attached papers so that, should they become separated, a search can be mounted on them. Also use this paragraph to highlight any specific points you want to emphasise in your application. This is not the place, however, to add any further information which should have been included as part of the form or CV.

Third Paragraph

This is simply to round off the covering letter. Say you are looking forward to hearing from whoever you are writing to, but don’t imply that you expect to be interviewed, or say anything that suggests that you are calling the tune. Nothing is further from the truth, and pushiness – as distinct from confidence – is rarely appreciated. If you want to be certain your application has been received safely, enclose a stamped, self-address postcard with the job title and name of firm on the reserve, and ask for this to be returned.

Signing Off
This should match the formal or personal approach you adopted at the start of the letter

Dear Sir or Madam
-
Yours faithfully

Dear Mrs Williamson    -

Yours sincerely

These are the only two acceptable methods you should use to sign off. Anything else is unsuitable. Make sure that you print your name under your signature, for the sake of clarity, and add Mr, Mrs, Ms or Miss, if you have a name, which is uncommon or likely to cause confusion.

SPECULATE APPROACHES

There are a number of advantages in writing to potential employers and your services on the off-chance that they have a suitable vacancy:  you will be displaying initiative and resourcefulness; if a vacancy is about to arise, you may well be considered on your own without any competition and before a formal search has been put in hand; finally, an employer may occasionally create a special opening for the right candidate.

· Write to the companies that you think will be most likely to have an opening for someone with your track record.  It is valuable to spend a little time finding out about the individual companies in order to emphasise those skills you possess which are most in line with the firm’s particular needs.

· Send out your letters and career summaries in small batches. Make sure each one is typed, looks short and is addressed to the individual to whom you would report if you were to join the company. Enclose a stamped, addressed envelope for their reply, and ask them if they would care to note your name and address in order to contact you should a certain type of vacancy arise.

· Ensure that you retain control by making it clear that you will telephone for their reaction letter.

Keep a record of the contacts you make – an employer may get back to you at some time later.

Speculate approaches by telephone and personal visits can also be successful ways of making contact. It will be necessary to be bold and persistent. It is important that you manage to speak to the right person, so try to find out in advance who is responsible for recruitment and ask for them by name. If telephoning, ask for an interview to discuss openings. Ask if you can send a CV in case any unexpected vacancies arise. On visits, don’t be put off if there are no current vacancies – again leave your CV. They may also be able to suggest other contacts you could try.

17 Vale Road

Beeston

Nottingham

NG4 2AX

Tel: 01392 764511

4th October 1997

Mr S Nicholson 

Personnel Manager 

Jenkinsons Engineering

Washington Street

Bridgeford

Nottingham

NG8 5PS

Dear Mr Nicholson,

I read with interest of the planned expansion of Jenkinsons Engineering in last night’s Nottingham Evening Post. Congratulations on securing the large export which were reported.

I imagine that your company will need additional staff near future and I would like to apply for employment with you.

A copy of my CV is enclosed for attention. You can see that I have extensive and relevant experience as an engineering storekeeper and had responsibility for export orders and stock control.

I am sure that I would enjoy working for Jenkinsons, and in return that I could help in the success of the company. If there is an imminent vacancy for which my particular knowledge and skills are suited, I am available for interview at any time suit to your convenience.

Yours sincerely

William Smith

Anne Davidson 

5 Evans Lane

Guisley

West Yorkshire

LS29 5RT

[01272] 967123

Ms Pagowski

2 The Mews

Bradford 

West Yorkshire

Dear Ms Pagowski

Mr Raymond Jackson of your Bradford Club suggested that I wrote to you.  I understand that with funds from the recently announced Government Youth Initiative you plan to open two new Youth Centres later this year.

Having gained a distinction in passing my Youth & Community Work Diploma, I have been encouraged to seek a position as a Youth Leader.

As you will see from my enclosed CV, I have computer and financial skills, supervisory and managerial experience plus many years of effective working with young people.

Having a deep commitment to the lives of teenagers, it would be a privilege to work on the project.  I’d relish the rare opportunity to start a Centre from scratch and the challenges beyond meeting the opening deadline - exploring all avenues to develop the Centre into a sustained success.

Yours sincerely

Anne Davidson

Mrs Knight







Your Address

Weston’s

100 High Street

Lowdown

W1A 4AA










Telephone Number










Date

Dear Mrs Knight

Application for Job Reference Number 123/96

I am applying for the vacancy of receptionist advertised in the Newtown Courier on 11 January.

At Browns Accountants I worked as a receptionist for 12 months and my duties involved dealing with customers both in person and by telephone.  I also operated the switchboard, dealt with the post and used a word processor to produce letters for the partners.  Before this I was on a Youth Training Scheme with Brightsons (Solicitors) in North Street, Invertown and I completed RSA II in Typing and Word Processing.

I have always enjoyed working with people.  I believe my previous experience will enable me to work as part of a team and to be an effective representative of your company.

I am prepared to work Saturdays on a rota basis.  I am available for interview at any time and could start work immediately.  References are available from my previous employers.  I have enclosed a copy of my CV for your further information.

I look forward to hearing from you.

Yours sincerely

Stephen Smith

Stephen Smith


Notes


Explains purpose of letter


Outlines relevant skills, experience and enthusiasm for this job


Includes essential requirements, e.g. Keyboard skills up to RSA II typing


Also refers to preferred skills etc. e.g. word processing an advantage


Includes a CV and ends on a positive note.








