Cover Letter Template 1 

Your Present Address
City, State, Zip Code
Date Of Writing
Ms. Jane Blank
Title
Organization
Street Address
City, State, Zip Code 

Dear Ms. Blank 

1st Paragraph : Tell why you are writing; name the position, field, or general career area about which you are asking. Tell how you heard of the opening or organization. 

2nd Paragraph : Mention one or two of your qualifications you think would be of greatest interest to the organization, slanting your remarks to their point of view. Tell why you are particularly interested in the employer, location, or type of work. If you have had related experience or specialized training, be sure to point it out. Refer the reader to the enclosed application form, resume or the fact that the XYZ Career Placement Office has or will send full credentials to provide additional information concerning your background and interests. 

3rd Paragraph : Close by making a request for an opportunity to visit the employer. Indicate that you will follow up with a phone call about the possibility of a meeting. Make sure your closing is not vague, but makes a specific action from the reader likely. Sincerely, 

(Your Handwritten Signature) 

Type Your Name 
SALLY B. DOE 

7124 S. DeCoto Street
Any Town, Any State 36254
Telephone: (815) 879-2680



January 30, 2010

Mr. Smith - Dir. of Human Resources
Raymond Kate Associates
524 Fair Lane Street
Any City, State 78194 

Dear Mr. Smith: 

I am responding to your advertisement in The City Tribune (dated 1/20/00), regarding the Pharmaceutical Representative position.  Please find enclosed my resume showing my education, experience, and background. 

I have over 7 years experience in the sales and marketing field, and 3 years experience as an LPN staff nurse. 

Throughout my sales and marketing career I won top sales awards, and trained other sales representative’s specific sales techniques to increase their sales. I enjoy working with the public, as well, demonstrating products, and educating others in their uses. I believe I would excel in pharmaceutical sales because I truly find sales a challenging and rewarding career; as well, my nursing background offers an advantage in better understanding the products I would sell. 

May I arrange an interview to further discuss my qualifications? I am available for an interview at a mutually convenient time. 

Thank you for your time and consideration. 

Sincerely, 

Sally B. Doe 

Dear Mr. Boss: 

Please accept the enclosed resume as my application for employment. I saw your advertisement in the Weekly Newspaper for an electrician. I believe that my skills fit your job description. As you can see from my resume, I have several years experience in this field. I have also graduated with honors from the Albany School of Vocation. 

I am relocating to the Wheeling area with my family in the next two weeks. Therefore, I am seeking a new position that is closer to home. 

I am confidant that my education coupled with my extensive experience can be an asset to your company. I will be available for an interview at anytime that is convenient for you. Please feel free to contact me at ( (555) 123-4567, or online at AlecTrician@web.com. 

Sincerely, 

(Your Signed Name) 

Alec Trician 

