
Sample Business Letter for Job Application (Part-Time Job)
[Your Name]
[Your Address]
[City, State, ZIP Code]
[Email Address]
[Phone Number]
[Date]

[Recipient's Name]
[Recipient's Title/Position]
[Company/Organization Name]
[Company Address]
[City, State, ZIP Code]

Dear [Recipient's Name],

I am writing to express my interest in the part-time [Job Title] position at [Company/Organization Name], as advertised on [where you found the
job posting]. With my background in [relevant field or studies] and my passion for delivering excellent service, I am confident in my ability to
contribute effectively to your team.

Throughout my academic and extracurricular experiences, I have developed strong [mention 2-3 relevant skills, e.g., communication, customer
service, time management] skills. I am accustomed to working both independently and collaboratively, and I manage my time efficiently to balance
multiple priorities. My flexible schedule allows me to work weekday afternoons, evenings, and weekends, making me well-suited for a part-time
role at [Company/Organization Name].

I am enthusiastic about the opportunity to apply my skills and commitment to your organization, and I am eager to learn more about the
expectations of the [Job Title] role. I have attached my resume for your consideration and would welcome the chance to discuss how my
experience aligns with your needs.

Thank you for considering my application. I look forward to the possibility of contributing to [Company/Organization Name] and am available for
an interview at your earliest convenience.

Sincerely,
[Your Name]
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