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Name of firm 

Attn. Mr (or Ms) A.B. van den Berg (head of Human Resources) 

PO Box 12 

1234 AB Werkendam 

Subject: job vacancy number, or application for job title 

Town/city, today’s date 

Dear Ms Van den Berg, 

Introduction 

- specify position 

- (state date and source) 

- (refer to telephone conversation or someone relevant you have spoken to) 

Sales pitch 

Display your suitability by means of: 

- education/courses/subjects/Bachelor’s or Master’s thesis/practicals/study projects 

- work experience/administrative posts/committee work/side jobs/volunteer work 

- personal qualities/skills 

Conclusion 

- hint at an invitation for a job interview 

Yours sincerely or With kind regards, 

(signature) 

Your name  

 

Motivation 

- for the position 

- for the firm/the organisation 



 

 

 
 



 

 

 
 


