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COVER LETTER – How To Write One 
 
All applications should include a cover letter.  Try to address the correct person, rather than ‘to whom 
it may concern; address some of the requirements listed in the job advertisement and include why 
you are applying for the job and why you are a suitable employer for this role.  See below for an 
example. 
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(Your Name)       
Address 

Town / City 
State, Postcode 

Phone 
e-mail 

(Contacts Name) 
Business Name 
Address 
Town / City 
State, Postcode 

 

7 February, 2014 

 

Dear Mr. Edge, (try and get a person’s name or job title) 

 

I wish to apply for the position of Retail Assistant as advertised in the Sunshine Coast Daily News on 5 February 
2014. At present I am studying at …. OR At present I am working at ………, and have developed a real passion for 
the fashion industry. 

 

I enclose my résumé/application form which outlines my education and work experience. As you can see I have 
had some experience in …… (if applicable) and I believe that this has developed many of the skills you have 
outlined in your advertisement, in particular strong communication and organisational skills, and the ability to 
problem solve. I am also planning on studying …… and have a keen interest in furthering my knowledge in this 
field. 

 

I would welcome the opportunity to visit you and discuss the possibility of employment with Sportsgirl. I look 
forward to hearing from you.   

 

Yours sincerely, 

 

Jane Alfredson 

 

 


