[First and Last Name]
[Street + Number]
[Postal Code + City]
[Email Address]
[Phone Number]
[City], [Date]
Subject: Application for the position of [Job Title]
Dear Sir or Madam
(or: Dear Ms. / Mr. [Last Name], if known)
I am applying with great interest for the position of [Job Title] at [Company Name]. The combination of [2–3 aspects of the role or company] aligns closely with my professional background and personal strengths, and I am confident that I can make a valuable contribution to your team.
Throughout my career, I have gained extensive experience in [relevant fields or areas of expertise]. My main competencies include:
· [Skill/Experience 1]
· [Skill/Experience 2]
· [Skill/Experience 3]
A key part of my work has consistently been [e.g., stakeholder communication, coordination, recruitment, customer service, project management, process improvement]. I work in a structured, reliable, and service-oriented manner and am used to managing multiple tasks simultaneously while engaging confidently with a wide range of internal and external stakeholders.
What particularly motivates me about the position at [Company Name] is [reason: company culture, values, innovation, growth, mission, role structure, impact, specific tasks]. I value an environment where ownership, quality, and collaboration are central—principles that I also apply in my daily work.
I would welcome the opportunity to discuss my motivation and suitability in a personal interview. Thank you very much for your time and consideration of my application.
Kind regards
[First and Last Name] + [Signature]


How to Use This Template
1. Replace all [bracketed placeholders].
2. Focus the main paragraph on 3-5 highly relevant skills that match the job.
3. Keep the letter one page maximum—that’s the standard in Switzerland.
4. Maintain a clear, confident, neutral tone (no exaggerations).
5. Personalize the greeting and add a specific reason why you want to work at that company.

