[Your full name]
[Suburb], WA  |  [04XX XXX XXX]  |  [name@email.com]
[Date, e.g. 21 October 2026]
[Hiring manager name, or "Hiring Manager"]
[Company name]
[Suburb], WA
Re: Application for [Job title] — [Reference number, if listed]
Dear [Mr/Ms Surname, or Hiring Manager],
I am applying for the [job title] role advertised on [where you saw it]. With [number] years of experience in [field] and [one standout qualification or result], I can [the main thing the job ad asks for].
In my current role at [employer], I [achievement with a number that matches the ad]. I also [second relevant skill or responsibility], which matches your need for [requirement quoted from the ad].
I am drawn to [company name] because [specific reason: a project, its reputation, its location, its values]. I am available to start [notice period, e.g. after two weeks' notice] and can work [roster/hours, if relevant].
Thank you for considering my application. I would welcome the chance to discuss how I can help your team, and can be reached on [phone] or [email].
Yours sincerely,

[Your full name]
Tip: keep it to one page, mirror two or three phrases from the job ad, and delete every [bracketed] instruction. Template from jobsinperth.com.au




