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LEARNING CONTENT 
Some job applications will have to be submitted by email. What does this mean? It
means that you need to know how to write a professional application letter to be
noticed by potential employers. You also need to know when to send the
application and how to make it attractive. You should send your email if the
advertiser requests that participants send their CV and other documentation via
email.

OBJECTIVES :

IIn this guide you will find out how to
write an email to the company where you
are going to apply for a job. What parts
the email should contain and what
content you need to put in it.

LEARNING OUTCOMES:

How to write a job
application email
What parts the application
must contain
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DURATION: 60 minutes

MASTERIAL REQUIRED:  Handout 10 



Why you are applying.
The subject of the job you are applying for.
Full name and contact information.
Why you are the ideal person to apply for the job.
The curriculum vitae.
Cover letter if you have one.
Additional documentation that may be requested.

Have the documentation ready

What should you include in your job application email?

Steps you need to take to start drafting the email

1.
In addition to your CV, you may be asked for a covering letter, or you may be able
to provide a letter of recommendation. Send everything in PDF format because this
will ensure that the recipient receives everything correctly. Name each document
with your name so that when the recipient downloads it, they will know who it
belongs to.

   2. Enter your application email address
Salutation: Dear (Manager´s name)
First paragraph: Greet the recipient and explain why you are writing to them. 
Second paragraph: Describe your qualifications and end with your contact
information by thanking them for taking the time to read their email. 
Third paragraph: List any attached documents. 
Closing: Say a polite goodbye (“Sincerely”) and let them know that you will follow
up on the offer. Include your signature and contact information.

   3. Look for a clear subject line
Check the job offer carefully because often the subject line is already given for you
to enter. Try to be clear and concise, as recruiters will receive many emails a day.
If you are not clear on what to put, an example would be: "Your name - Position
you are applying for".



TIPS FOR FURTHER READING

Job application email: What it is and how to write one (Template and
examples included). Indeed Career Guide. (n.d.). Retrieved from
https://www.indeed.com/career-advice/resumes-cover-letters/e-mail-
application. 

How To Write A Cover Letter (Example Included) - YouTube
How To Write a Cover Letter: Top 3 Tips, Format & Examples | Indeed Career
Tips - YouTube
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