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Are you about to apply for a job? If so, impress a prospective employer by formulating an application letter that strengthens your chances of landing a job. To help you with that, we offer you our wide selection of ready-made Job Application Letter Templates that are compatible with Adobe PDF. With their help, you can have a job application letter that is formal and effective in expressing your interest in the job you are applying for. These templates are 100% customizable and easily-editable. Hence, you can modify them if you see the need to do so. Download any of our high-quality Job Application Letter Templates in Adobe PDF and get the job you desire!
                  
                
                
                  
                    
How to Create a Job Application Letter in Adobe PDF

                  Being a job seeker is undoubtedly not an easy stage in people's lives, especially if one is a fresh college graduate. There's this feeling that you're not ready to tackle the employment world yet; however, you need to jumpstart your young career. There's this fear of rejection, incompetence, and anxiety. But in actuality, none of us are ready until we try. So don't be afraid. Go search the internet or newspaper ads for a job vacancy. Once you've found a job that you want to pursue, you can educate yourself with some job interview tips to prepare yourself. 

                  Moreover, there's one factor in job vacancy hunting that you should prepare meticulously. It's not your professional resume; however, it certainly is vital. But it's a job application letter. This type of letter is a major criterion of whether an employer accepts you or not. That's why we have gathered useful tips on how to create a job application letter. 

                  1. Use Adobe PDF

                  Adobe PDF might be overshadowed by other word processors and is widely considered as a file format to open files, but it's fully capable of creating one. Formatting and editing will be smooth-sailing if you use Adobe PDF since it has the right tools and features to help you do so. Plus, it works with whatever computer system you have.  

                  2. Begin with Your Personal Info

                  When we communicate formally, it's standard etiquette to introduce ourselves. The same goes when creating a job application. With that in mind, you must begin with your personal info, such as your complete name, home address, contact number, and email address. Make sure that your information corresponds with whatever ID cards you possess. Another importance of providing your info is to make it easier for an employer to give you a follow-up or feedback regarding your application.  

                  3. Address the Employer

                  Keep in mind that the employer is the receiver of your application letter. Hence, it's essential to address him/her with a Mister (Mr.) or Miss (Ms.). Doing so will make the employer feel that the letter is rightfully for their viewing and reading. It could also give an excellent first impression on your behalf.  

                  4. Be Courteous and Keep it Simple 

                  Your job application is a formal letter, not a love letter, a poem, or a birthday letter. Hence, it should be free from informal words. When writing it, you should adopt a professional tone with words of courtesy. All of our letter templates follow this approach. You can view and download them to help you. The message of your sample letter must convey what makes you suitable for the job. This includes your educational background, relevant extracurricular endeavors, previous job experiences. You should also emphasize the position you wish to apply for, be it an accountant, teacher, junior manager, sales associate, and many more. End the message of your letter by expressing your thanks and eagerness to be a part of their company.

                  5. Print and Encase Inside an Envelope 

                  Once you've completed every component of your application letter, it's the right time for you to print it. When it's the day for you to go to the company and submit it for application, you must put it inside a quality envelope together with your resume. Your job application letter can also act as a cover letter for your resume. 
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