[Your first and last name]
[Town or suburb]  |  [Mobile number]  |  [Email address]
[Date, e.g. 3 October 2026]
[Name of the person hiring]
[Their job title, if you know it]
[Business name]
[Town or suburb]
Dear [name of the person hiring, or: hiring manager],
Application for [job title, exactly as it is in the ad][, reference number if the ad has one]
I'd like to apply for the [job title] role at [business name], which I saw [where, e.g. on your website / on a job site / on the sign in your window]. [One honest sentence about why this business or role appeals to you – something you've noticed as a customer, or read on their website.]
I'm [a Year 12 student at School name / a recent school leaver from School name]. [Example 1: something that shows you're reliable – a sport, a regular commitment, volunteering or looking after family. Say how often or for how long.] [Example 2: something that shows you're good with people or quick to learn, and what came of it.]
[Optional, for an apprenticeship or trade job: why this trade, and anything hands-on you've done – Gateway, Trades Academy, fixing things at home or helping on a site. Delete this paragraph for other jobs.]
I'm available [days and times, e.g. weekdays after 3.30pm, all day Saturday and in the school holidays] and can start [date, or: straight away]. My CV is attached. Thank you for considering my application – I'd welcome the chance to [meet you / talk about the role / do a trial shift].
Kind regards,

[Your first and last name]
