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Model Cover Letter
Date

(Space down four spaces)


Mr./Ms. Recruiter’s Full Name

Recruiter’s Title

Department Name

Company Name

Street Address

City, State Zip Code

Dear Mr./Ms. Last Name Only,

The opening paragraph should state why you are writing and you should name the specific position for which you are applying (i.e. reference number, position number, title of position). Also, tell the employer how you became aware of the vacancy. If a career counselor, a former employer, or someone else referred you to the employer, this is the best place to mention that person’s name.  A career objective should close out the end of this paragraph.
The middle paragraph is where you draw attention to your resume and highlight specific skills relevant to the potential employer.  Present your motives for seeking employment with this organization and cite achievements and qualifications related to the position desired.  If you have qualifications that are not noted on your resume, this is your opportunity to discuss them.  
The closing paragraph should summarize the company and what attracts you to it (i.e. mission statement, core values, company ranking, promotional opportunities).  Include a strong closing statement of why you are a good candidate for this position.  
Sincerely,

Your signature here
Your Name Typed
Your Street Address

City, State Zip Code

January 14, 2011
Ms. Olivia Smith

Director of Human Resources

Industrial Logistics

1745 Park Place Avenue

Colorado Springs, CO 80919

Dear Ms. Smith,

I am writing in regards to the position of Operations Supervisor that is located in Colorado Springs.  We spoke at the fall career fair at the University of Colorado Colorado Springs in depth about this position.  After further research of Industrial Logistics and the job description, I believe I am a great candidate for this position because of my education, knowledge, and interest of the ever changing field of logistics.

My degree in Management with a minor in Communication from the University of Colorado Colorado Springs has prepared me with a well rounded education.  The internship I completed as an assistant logistics coordinator at Target allowed me to have a hands-on learning experience of the processes in a warehouse.  During this time I was able to exercise my management skills by overseeing three hourly employees as well as assisting with the annual budget for the department.  This opportunity also allowed me to prepare a project that has the possibility of saving the department $10,000 a year in supplies.  I presented my proposal to the general manager and it is now a working process in that building.

Industrial Logistics embodies the values, opportunities for growth, and appreciation of diversity that I have been looking for in a company.  My dedication and desire to learn and succeed are qualities that I believe would make me a match for the position of Operations Supervisor.  I look forward to discussing my experiences and qualifications further and I thank you for your time.

Sincerely,

Linda Warren

7786 Hayward Road

Colorado Springs, CO 80903

linda.warren@comcast.net
719-200-1234

Use the person’s name you will be meeting with. If you do not know, call and ask.





Do not use Sir or Madam or To Whom It May Concern





Use key words from the job description
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