
Application Enquiry Template 

Letter or email 

 

Home address 

Post Code 

Tel No 

Date 

(needed for letter only) 

Dear Name or Sir/Madam 

 

I am enquiring about the position of ……………….  that was recently advertised in 
………….. I am currently a Year 11 student at Trinity High School and Sixth Form 
Centre in Redditch completing my exams and will leave on 1st July 2020. I am 
particularly interested in this post as I enjoy……………………… and would like to 
pursue a career in this job sector.  

I have experience in………………………………….. ( leave this section out if you do 
not have anything relevant) 

If you could assist me with further information I would be very grateful. 

With many thanks 

Name ( in full ) 

 

If an email you could add your telephone as another method of contact. 

 


