[Put your name and contact info, followed by the date and the company’s name and info, on the top left corner]
John Doe
222 Fort Mac Road
Fakeville, NM
XXXXX

January 10th, 2018

Greener Landscapes Inc.
2511 Six Ways Ave.
Fakeville, NM
XXXXX

[Center a concise title to draw attention to the position you are applying for]
Re: Position of Full-Time Landscape Gardener

[Salutation]
Dear Mr. Peterson,

[First paragraph — address what position you are applying for, and why. Be enthusiastic!]
Recently, I came across your online posting for a full-time landscape gardener. My family has used your services several times over the previous two years, and I have always been very impressed by the quality of work your business offers. I would be thrilled to work for your company and prove my ability to learn quickly and efficiently.

[Second paragraph — provide details and explanation of what skills and qualities you bring to the table. Promote yourself!]
Although I do not have direct experience in the landscaping business, I do have several strong qualities and skills that make me ideal for this position. First and foremost, I am a team player — I have played for the Tomcats Football Club for 8 years, and am now a mentor to younger kids. I strive to work hard, be a positive example, and take on any direction offered in order to improve. Furthermore, I am physically strong and ready to work hard; I participate weekly in crossfit, and during the winter I am always eager to pitch in shoveling neighbours’ driveways, or to help out in the fall raking leaves and pruning. I am a conscientious quick learner, and have a sincere interest in becoming a career horticulturist. 

[Final paragraph — thank the person, reiterate your interest, and provide them with any contact info they might need]
I would be grateful if you would consider my application and allow me to prove my capability with respect to this position. I am certain I would be an asset to your company, and welcome any chance to speak with you further.
If you are open to discussing my suitability for this position, please contact me at: XXX-XXX-XXXX or joen@fakemail.com.

[Closing]
Respectfully,


John Doe


