
 

Job and Interview related communications 
 

Application writing एक कला है। आपको कई 
�कार क� आव�यकताओ ंके �लए कई �थान� पर 
applications भेजने क� आव�यकता हो सकती 
है। आपको complain के �लए, character 
certificate के �लए, leave apply करने के 
�लए या �कसी अ�य उ�दे�य से application 
�लखना करना पड़ सकता है। Application को 
effective बनाने के �लए, �कसी को 
application �लखने क� कला के बारे म� पता 
होना चा�हए।To make the application 
effective,one must be aware of the art of writing an application.  An application comprises the 
following parts- 
(i) The address of the sender 
(ii) The date of application 
(iii) The name and address of the prospective receiver 
(iv) The salutation  
(v) The opening paragraph  
(vi) The body of the application  
(vii) The concluding paragraph  
(viii) The subscription  
(ix) The signature  
 
How to draft a Cover letter 
Cover letters, िजसे कभी-कभी आवेदन प� भी कहा जाता है, आपके आवेदन का एक बहुत मह�वपणू� �ह�सा है, 
चाहे आप �व�व�व�यालय म� छा� ह� या उ�मीदवार, नौकर� क� तलाश म� ह�। एक उ�चत cover letter draft करने 
के �लए कुछ सामा�य guidelines ह�- 
1.  यह स�ुनि�चत करना पहले मह�वपणू� है �क आपके cover letter म� structure और language दोन� easily 
understandable है।  
2. The next thing which is important is नौकर� के �लए अपनी यो�यता �द�श�त करना। दो powerful 
sentences �लखना सबसे अ�छा है, िजसम� बताया जाए �क काय� म� आपक� ��च है, उसे करने के �लए आपके 
पास आव�यक कौशल है।  
3. Last paragraph म� आप बस बता द� �क आपका resume attached है। यह स�ुनि�चत करना भी मह�वपणू� है 
�क आप प� को गलत तर�के से समा�त न कर�। 
 
Printed letterhead को छोड़कर application के सभी part, left margin म�  �लखे। Application क� language 
�वन�, �प�ट और स�मानजनक होनी चा�हए। Reciever के �लए application के purpose को समझना 
मिु�कल नह�ं होना चा�हए। आइए एक उदाहरण देखत ेह�- 
 
Question- We are looking for volunteers to help out at a famous, international sporting event. 
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We’re looking for friendly, respectful people with 
good language skills, good team skills and a 
‘can-do’ attitude. We need people to welcome 
delegates, provide customer service and solve 
problems. If you think you have what it takes, 
apply now. Write an application to become a 
volunteer. 
 
आपने इस advertisement को कहा पढ़ा था , letter को 
start वह� से कर�। आप �कस post के �लए apply कर रहे 

ह� ये mention करना भी बहुत ज�र� है। For example- 
 
Dear Sir or Madam,  
 
I am writing to apply for the Volunteer position advertised in the International Student Magazine. 
 
Next, आपको अपना experience, qualifications (if any), and personal qualities को शा�मल करना होगा। 
Finally, यह point करना अ�छा होगा �क आप interview के �लए available ह�। साथ म� time भी बताएं के आप 
कब available ह�।  
 
Sample Letter of Job Application for the above question- 
 

Dear Sir or Madam 
 
I wish to apply for the role of Volunteer advertised in the International Student Magazine. 
Please find enclosed my CV for your consideration. As you can see from my attached CV, I 
have over 5 years of experience in volunteering or customer service, and I believe the 
knowledge and skills built up during this time make me the perfect candidate for this position. I 
am also keen to keep improving my English, as this is not only a hobby but also a real need. 
 
In my current role as a Customer Service Agent at ABC Ltd., I have been responsible for a 
5% increase in revenue, which when coupled with my enthusiasm and dedication, has helped 
the business to a measure of success. I am confident that I can bring this level of success to 
your organisation and help the company build upon its reputation as an outstanding company. 
With my previous experience and expertise, I believe my contribution will have an immediate 
impact on the business. Thank you for your time and consideration. I look forward to meeting 
with you to discuss my application further. 
 
Yours sincerely 
Ishita Siddhartha  
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Job Application for Banker 
 

Dear Sir/ Ma’am 
 
Good Afternoon 
 
I was excited to see your opening for Banker, and I hope to be invited for an interview. 
 
My background includes serving as a Personal Baker over the phone where my 
responsibilities included handling customer query related to balance enquiry, refunds, 
indemnity claims, ATM disputes, Fraud transfers etc.  
 
In this position, I demonstrated the ability to resolve a variety of issues and complaints. I 
consistently met my targets. I gained considerable customer service skills during this period. 
 
I also bring to the table strong computer proficiency in MS Word, MS Excel and CRM 
database applications. Please see the accompanying resume for details of my experience 
and education. 
 
I am confident that I can offer you the customer service, communication and problem-solving 
skills you are seeking. Feel free to call me at 8899007766 to arrange an interview. Thank you 
for your time—I look forward to learning more about this opportunity! 
 
Sincerely 
Ishita Siddhartha 

 
Thank you letter after getting the job- 

MM/DD/YY 
 
[Name] 
[Title] 
[Organization] 
[Address] 
[City, State, Zip Code] 
 
Dear [Name], 
 
It is with great honour and appreciation that I thank you for the job offer for XYZ position in 
your company. I am very delighted to inform you that I accept the offer with great enthusiasm. 
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I see my new position as an exciting opportunity to be a productive part of an already highly 
competent team. 
 
I understand and accept all the terms in this offer. As discusses earlier, I will plan on starting 
this position at the beginning of next month. I shall complete all the obligatory formalities 
before the contract is signed. In addition, I will also submit all the necessary documents prior 
to the joining date. 
 
I truly appreciate the courtesy you and your team has extended to me. Thank you again for 
your confidence in me. I am looking forward to beginning my work as a part of your 
organization. 
 
Sincerely, 
[Your Name] 

 
Sample of Recommendation letter 

PENGUIN NEW AGE HARDWARE  
T-44, Sec 22, Faridabad  
 
Ref no 2256/19/20XX/RKJ  
 
DD/MM/YY  
 
Mr Ram Kumar Jadon  
1478, Neelam Chowk  
Moradabad  
 
Subject: Letter of Recommendation for M/S Bhikha Bhai & Sons  
 
Dear Mr Jadon  
 
In response to your letter dated 14th May, 20XX regarding the financial position and credit 
worthiness of M/S Bhikha Bhai &  Sons Chandigarh, we are to inform you in strict confidence 
and without any risk, responsibility and liability on our part as follows  In our opinion the 
company enjoys sound financial position and good creditworthiness in the market.  We have 
been having cordial business relations with the company for the last six years. There has not 
been a single occasion when the party defaulted in payment.  The above information must be 
treated as strictly confidential and is given without any responsibility, risk or liability on our 
part.  
 
Thank you 
  
Yours sincerely  
TK Haritwal  
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General Manager  
 

 
Letter to thank for the reference 
 

PENGUIN NEW AGE HARDWARE  
T-44, Sec 22, Faridabad  
 
Ref no 2256/19/20XX/RKJ  
 
May 20, 20XX  
 
Mr Ram Kumar Jadon 
1478, Neelam Chowk  
Moradabad  
 
Subject: Letter of Recommendation for M/S Bhikha Bhai & Sons  
 
Dear Mr Jadon  
 
In response to your letter dated 14th May, 20XX regarding the financial position and credit 
worthiness of M/S Bhikha Bhai &  Sons Chandigarh, we are to inform you in strict confidence 
and without any risk, responsibility and liability on our part as follows  In our opinion the 
company enjoys sound financial position and good creditworthiness in the market.  We have 
been having cordial business relations with the company for the last six years. There has not 
been a single occasion when the party defaulted in payment.  The above information must be 
treated as strictly confidential and is given without any responsibility, risk or liability on our 
part.  
 
Thank you 
 
Yours sincerely  
TK Haritwal  
General Manager 
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