Include your resume header with contact information here
Date

Contact Person's Name

Contact Person's Position or Title

Company's Name

Company's Street Address

Company's City, State, and ZIP Code

Dear Mr./Ms. Contact Person's Name:

The first paragraph should describe where you found the listing. 

· Example: I am writing to apply for the XX position you recently listed with the MiraCosta College Career Center.  
The second paragraph should highlight the special skills, abilities, experience, and education you have that pertain to the specific job or internship you are applying for. Review the job description, especially the desired qualifications, and develop a few sentences about how your skills and experience closely match those the employer is seeking.  This is your opportunity to really sell yourself and let the reader know why you are the best candidate. 
· Include an education statement.  Example: I am currently attending MiraCosta College and will complete my certificate program or AA Degree in XX by spring, [year].  I maintained a 3.5 GPA and am a member of the President’s List. You may briefly describe classes you completed and the skills you acquired, and/or describe work experience and how your skills relate to their desired qualifications; you must decide what from your background is most closely related to the candidate the employer is seeking. 
· Examples of employer desired qualifications in a job listing;  

Must have strong communication skills

Coordinate with various staff and management 

Work as a liaison between different departments 

Ability to build strong relationships between staff and management
· Example of skill/qualification statement to match; 

In my position as XX, I utilized effective communication skills while coordinating with staff and management from different departments, resulting in strong professional relationships.
The closing paragraph should refer to your attached resume and a timeline to schedule an interview. 

· Example: I am confident that my knowledge and abilities will be of value to your company. I am requesting a few minutes of your time to discuss my qualifications, and will contact you to arrange a meeting. In the meantime, if you have any questions, please do not hesitate to call.  Thank you for your consideration of my application.
Sincerely, 

Student Name

