
17	.	नौकरी	हेतु	Ēाथµन-पč	(	Job	Applications	)

नौकरी	इत्	याȰद	के	ȳलए	ȳलखे	गए	आवेदन-पčǂ	मƶ	भाषा	कɡ	संयतता	और	मूल	उǿेश्	य	कɡ
स	्पष	्टता	का	बƓत	महत्	व	होता	ह	ैक्	यǂȱक	ऐस	ेपč	का	पाठक	Ēाय:	एक	अपȯर	Ȳचत	व्	यȳǣ
होता	ह।ै	आपकɡ	सफलता	बƓत	कुछ	उसकɡ	कृपा	और	सहानभूुȱत	पर	ȱनभµर	करती	ह।ै	ऐसे
पč	वैसे	तो	छोटे	व	औपचाȯरक	होते	हƹ	परंतु	वैयȳǣक	ब्	यौरǂ	के	कारण	इनकɡ	भी	सीमा	का
ȱनधाµरण	नहƭ	ȱकया	जा	सकता।

पč	का	Ēारंभ	उस	हवाले	से	कɥȹजये,	 ȹजससे	आपको	इस	नौकरी	के	बार	ेमƺ	´ात
Ɠआ	हो:

1.	I	have	come	to	know	through	some	reliable	sources	that	you	have
a	vacancy	for	the	post	of……in	your	renowned	organisation	.

2.	 I	 come	 to	 know	 from	 your	 advertisement	 published	 in	 the
Hindustan	Times	on……that	you	have	vacancy	for	the	post	of…….
in	your	esteemed	organisation	.

3.	Being	given	to	understand	by	your	advertisement	in	………
अब	अपन	ेआवेदन	कɥ	शुƢआत	कɥȹजये:

4.	 Since	 I	 meet	 all	 the	 required	 qualifications	 and	 experience
conditions,	I	wish	to	offer	my	candidature	for	the	same	and	supply
hereunder	my	details	relevant	to	the	job	.

5.	 In	 response	 to	 the	aforementioned	advertisement	 I	wish	 to	offer
my	candidature	for	the	same	and	supply	hereunder	my	particulars
relevant	to	the	job	.

6.	 As	 I	 possess	 the	 requisite	 qualification	 so	 I	 beg	 to	 offer	 my
services	for	the	same	.
अब	अपनी	योग्	यता	का	 ȵवश	्वास	 ȴदलात	े Ɠए	 ȵकसी	नौकरी	 ȵवशेष	 के	 ȷलये	 चुने
जान	ेकɥ	Ēाथµना	कɥȹजये:

7.	 I	 assure	 you,	 sir,	 that	 if	 selected	 I	 shall	 do	 my	 work	 most
conscientiously	.

8.	 In	 case	 you	 select	me	 I	assure	 you	 that	 I	will	do	my	work	 very
sincerely	.

9.	 If	given	 the	appointment	 I	am	sure	 I	will	prove	an	asset	 for	your
organisation	.

10.	If	you	favour	me	with	an	appointment	I	shall	do	my	best	to	work	to
the	entire	satisfaction	of	my	superiors	.



अब	अपना	पूरा	उपयुक्	त	ब्	यौरा	दɣȹजये:
Name,	Address,	Date	of	Birth,	Educational	qualification,	Experience,
Extra-curricular	activities	etc.
___________________________________________________	Sample	Application

Sir,
I	came	 to	know	 from	your	advertisement	published	 in	 the	Hindustan

Times	 of	 8th	 August,	 1986	 that	 you	 have	 a	 vacancy	 for	 the	 post	 of
Administrative	Officer	in	your	esteemed	organisation.	(2)	Since	I	meet	all
the	 required	qualifications	and	experience	conditions.	 I	wish	 to	offer	my
candidature	for	the	same	and	supply	hereunder	my	details	relevant	to	the
job.	 (4)	 I	 assure	 you,	 sir,	 that	 if	 selected	 I	 shall	 do	 my	 work	 most
conscientiously.	(7)

Yours	faithfully,


