Job Application Letter
Free full-block template and a complete example from all-docs.net. No signup required. Replace the bracketed text with your own details.
Full-block template
[Your Name]
[P.O. Box / Street Address]
[City, Country]
[Email]  |  [Phone]

[Date]

[Recipient Name, or "The Human Resource Manager"]
[Company Name]
[Company Address]

RE: APPLICATION FOR THE POSITION OF [JOB TITLE]

Dear [Name / Hiring Manager],

[Paragraph 1: the position, where you saw it advertised, and one line on why you fit.]

[Paragraph 2: your relevant experience with one concrete result, and one specific reason you want this company.]

[Paragraph 3: say your CV is enclosed, that you can provide references, and your availability for an interview and notice period.]

Yours faithfully, (use "Yours sincerely" if you addressed a named person)
[Signature]
[Your Name]
Filled example (Commonwealth format)
Wanjiru Kamau
P.O. Box 12345 - 00100
Nairobi, Kenya
wanjiru.kamau@example.com  |  +254 71 555 0139

15 September 2026

The Human Resource Manager
Nyeleti Retail Group
P.O. Box 21874 - 00505, Nairobi, Kenya

RE: APPLICATION FOR THE POSITION OF SALES SUPERVISOR

Dear Hiring Manager,

I am writing to apply for the Sales Supervisor position advertised on your website on 10 September. I am a sales professional with four years of experience in retail, and last year I led my branch to the highest quarterly sales in the region.

At Brightway Stores I manage a team of six against a monthly target of KSh 3 million, which we have met or exceeded for the past eight months. I rebuilt the shift roster to match staffing to peak hours, which cut queue times and lifted our customer feedback score. I noticed Nyeleti is opening three new branches this year, and I would bring the same focus on targets and team performance to your expansion.

I have enclosed my CV and can provide references on request. I am available for an interview at your convenience and can start on one month's notice. I will follow up next week to confirm you received this application.

Yours faithfully,
Wanjiru Kamau

Names, addresses, phone numbers and email addresses in the examples above are fictional. Replace every one of them with your own before you send anything.
Free template from all-docs.net/application-letter/application-letter-template/
