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

2. | 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 .........
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4. Since | meet all the required qualifications and experience
conditions, | wish to offer my candidature for the same and supply
hereunder my details relevant to the job .

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

6. As | possess the requisite qualification so | beg to offer my
services for the same .
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7. | assure you, sir, that if selected | shall do my work most
conscientiously .

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

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

10. If you favour me with an appointment | shall do my best to work to
the entire satisfaction of my superiors .
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Name, Address, Date of Birth, Educational qualification, Experience,

Extra-curricular activities etc.
Sample Application

Sir,

| 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 | meet all
the required qualifications and experience conditions. | wish to offer my
candidature for the same and supply hereunder my details relevant to the
job. (4) | assure you, sir, that if selected | shall do my work most

conscientiously. (7)

Name : Date of Birth :
Address : Qualification :
Experience : Extra-curricular Activities :

Yours faithfully,



