COVER LETTER FORMAT









Your address









City, State, ZIP Code









Telephone Number









Date

Company Representative’s Name

Title

Company Name

Address

City, State, ZIP Code

Dear Mr. or Ms. ________________,

Opening Paragraph:  Grab the reader’s attention.  Express sincere interest in the organization and state why you are writing.  Demonstrate that you have taken time to investigate the company.

Second Paragraph:  Be as specific as possible about the type of job you are seeking.  Detail how and why you are qualified for the position.  Refer to education, work experiences or internships which have prepared you for the job.

Closing Paragraph:  Close your letter by requesting an appointment and suggesting a possible time that you will be available.  State when you will call to confirm an appointment date and time.

Sincerely,

Your Signature

Your typewritten name
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             Reviewed 11/13
[Your Name]
[Street Address], [City, St  ZIP Code]

[phone]

[e-mail]

_____________________________________________________________ 

Objective
[Type Objective Here]       
Expected:  May 2008
Education
Associate of Applied Science, Nursing


[College name], [City]


Related course work:

Certificates
[Click here and enter information]

Awards Received
[Click here and enter information]

Professional

memberships
[Click here and enter information]

Healthcare work

experience
[Click here and enter information]

Work experience
(Dates)    [Company/Institution Name]        [City, State]


[Job Title]

· [Details of position, award, or achievement]

Volunteer

experience
[Click here and enter information

Community

activities
[Click here and enter information]
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