
 

 

Knowledge Organiser 

Employability Skills – Job Application Skills               Year 12            

  What needs to be included on your application form?            

Personal Details – name, address, contact details 

Employment history 

Educational achievement 

Details of how you meet the person specification 

Other relevant skills and interests 

Writing a Cover Letter 

One side of A4 

Use appropriate greeting – Dear Mrs Smith or Dear Sir/Madam 

Spilt the covering letter into 3 sections 

Section 1 – Introductory paragraph, starting which position 

applying for and where you saw it advertised. 

Section 2 – explain why you are suitable for the job, why you are 

attracted to the company, how your skills and experience match 

the job. 

Section 3 – say you would appreciate the opportunity to meet for 

an interview, thank employer for considering your application and 

you look forward to hearing from them. 

 

 

 

 



  

  

 


