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20 May 2004
Dear Mr Green, 
After reading your advertisement in the Taupo Times, I would like to apply for the position of Store person with your company.
I have been employed with a major company for several years as a retail assistant, and have some stock control experience. My background with a large chemical company has also given me experience in handling hazardous material, and I am aware this would be an aspect of the store person position. 
Enclosed is my application form as well as a copy of my CV and several references. 
I look forward to meeting you and talking about how I can contribute to your company.
Yours sincerely
[Signature]
10 Tips for Creating a Covering Letter That Gets Results!...
1. Write the letter to a specific person – the person you think is the one who would hire you
2. Do your research on how to write a cover letter 
3. Tell the reader what you can do for the company, not what you want the company to do for you
4. Be specific about the job you are seeking
5. Quantify your accomplishment
6. Mention only accomplishments that directly relate to the job you want to get
7. Keep it brief, succinct and simple; check spelling
8. Make it easy on the eyes i.e. font, size and presentation
9. Close with an invitation for the reader to act
10. Follow up with a phone call – or a second letter – within a week
Basic Cover Letter Tips
The Basics
· Always send a cover letter as part of any job application
· Be neat and tidy: type your letter on unmarked, white A4 paper
· Keep it concise: ideally just one page
· Attention to detail: ensure there are no spelling or grammatical mistakes (especially the correct job title and name of who you are writing to)
· Make sure you include your contact phone and address details
· Be professional, positive and confident
· Bullet points are great to describe your key skills / achievements but remember you are writing a formal letter. Most of your letter should be written in full sentences and split into relevant paragraphs
What to say
· Include where you saw the job advertised and the vacancy reference number if applicable
· Describe why you are interested in this job
· Include highlights or key achievements from your background but remember you don’t need to repeat lists of responsibilities from your CV
· Make it relevant to the job you are applying for: you need to show how your skills, experience, and qualifications match what they are looking for. (Refer back to their job advertisement or job description)
· Don’t forget that any skills gained through education, training, work experience, voluntary work and/or community activities might also be relevant
· Cover off any other details as applicable: for example, your willingness to relocate if you live in a different town from where the job is based
· Confirm you would appreciate the opportunity to be interviewed. Say if you are going to be unavailable during the likely interview process timeframe

Template
[your address]
[your address]
[your phone number]
[date]
[person’s name]
[name of company]
[company address] 
[company address] 
Dear [person’s name]
Re: [name of position/vacancy – including vacancy number if applicable]
I am writing to apply for the position of [position name] at your company, which was advertised [in name of newspaper or name of website etc], on [date].
I have enclosed my CV to support my application. It shows that I would bring important skills to the position, including:
· [key skill one]
· [key skill two]
· [key skill three]
· [key skill four]
[Use this space to give the employer more information about how you match the job they’re advertising. For example, what your current role is, why you are interested in the position and the company, or any other relevant experience you have that may help your application.]
I would enjoy having the opportunity to talk with you more about this position, and how I could use my skills to benefit your organisation.
Thank you for considering my application. I look forward to hearing from you.
[Can include information about how you will follow up on your application.]
Yours sincerely (when you know the person’s name)
Yours faithfully (when you do not know the person’s name)
[your name]
Example
34 Monday Road
Papakura
09 123 1234
18 February 2009
Reginald Farnham
ABC Organisation
85 Tuesday Road
Papakura
Dear Reginald
Re: Sales Assistant Vacancy (vacancy number 40568)
I am writing to apply for the position of Sales Assistant at your company, which was advertised in the Daily Post on 14 February 2009.
I have enclosed my CV to support my application. It shows that I would bring important skills to the position, including:
· Good time management and strong organisational skills
· High-level customer service
· Cash handling and sales ability
· Motivated and dedication.
As a Sales Assistant at a busy shoe store, I have been able to build up a strong foundation of customer service skills. Though I have really enjoyed this role, I am looking for a new challenge in my career. The Sales Assistant role with ABC Organisation would offer me a chance to grow and further develop my retail career.
I would enjoy having the opportunity to talk with you more about this position, and how I could use my skills to benefit your organisation.
Thank you for considering my application. I look forward to hearing from you.
Yours sincerely
Lizzie Long
