General Cover Letter 
Your Name

Street Address

City, Province, Postal Code

Phone Number

Email Address

Date

Name of Employer or Contact Person

Title or Position of Employer

Company Name

Street Address

City, Province, Postal Code

RE: Job Name or Job Number

Dear (Name of Contact):

Opening Paragraph: WHY ARE YOU WRITING

Open with a strong sense that will capture the employer’s interest.  Make 


reference to where you received the information to write to them 


(newspaper ad for example) and what type of work you are looking for.

Second Paragraph: WHAT YOU HAVE TO OFFER

Brief statements about skills, experience and accomplishments that will 


peak the employer’s curiosity.  Relate your talents to what the employer


seems to be looking for.

Third Paragraph: WHY ARE YOU APPLYING TO THIS COMPANY

Explain briefly why you are interested in working for this employer.  


Demonstrate that you know something about the company and how you 


can benefit the company.

Closing


Politely request an interview.

(Sign name here)

TYPE NAME 

General Cover Letter SAMPLE
Benjamin Smith

100 Albert Street

Cambridge, ON N5A 3K4

519 123 4567
bensmith@hotmail.com
October 4th, 2010

Ms. Holly Peters

Manager

Sport Chek

1067 Ontario Street

Cambridge, ON N5A 6W6

RE: Application for Salesperson #4444

Dear Ms. Peters:

I am interested in applying for the position of salesperson at Sport Chek, which was advertised in the KW Record.
As a high school student, I have developed organization and communication skills through my involvement in school sports, and by coaching junior soccer.  I also understand how business operates through my specialization in economics and accounting.  I have enclosed my resume with further details.

I would enjoy becoming a part of your company community as I believe in Sport Chek’s philosophy to be active to feel better. I am available for an interview at your convenience.  You can contact me at 519 123 4567 or bensmith@hotmail.com.  I look forward to hearing from you.
Sincerely,

Benjamin Smith

