
[Mention date] 

To, 

[Mention name of Hiring manager] 

[Mention name of the company] 

[Mention address of the company] 

Dear [Mr. /Mrs. /Ms.] [Manager’s name] 

I am writing this letter to apply for the post of dispatcher at [mention the name of the 
firm or organization]. After taking a look at the ad posted by the company in [mention 
the medium] I didn’t wait a minute more but applied here. I believe that all my 
educational qualifications, skills, and experience are just perfect for this role. 

I obtained a [mention the name of the degree] from [mention the name of the 
institution] in [mention the name of the year], immediately after which I went on to 
pursue [mention the name of the degree] from [mention the name of the institution]. I 
have always been a sincere and hardworking student all my academic life, trying to 
score well and get closer to my dream of becoming successful in life. 

Mentioning my skills, I have all that you would expect from a capable dispatcher. I 
have good spoken and written communication skills, I am calm under stressful 
conditions, I can prioritize calls based on importance and emergency, and I have 
good multi-tasking skills as well. I have always made it a point to learn more and 
more skills so that I can always prove to be a useful resource for the success of the 
company. 

Previously, I was employed at [mention the name of the corporation or organization]. 
Performing as a dispatcher for [mention the time period], I got to learn many things 
and most of my skills got sharpened by working here in this role. I have been able to 
impress my superiors through my hard work and receive acknowledgment and 
recognition in the form of accolades and titles. 

It is my earnest request to you kindly consider this application letter and I will make 
sure to always add value to the development and success of the organization. 

Thank you for sparing a few minutes out of your precious time. 



Sincerely, 

Signature 

[Mention your name] 

[Mention your address] 

[Mention your contact details] 

 


