








[Your Address]










[Your Address]










[Your Address]










[Your Phone Number]










[Your Email/Fax]










Date [1st January 1900]

[Name of Contact Person]

[Title of Contact Person]

[Company Name]

[Company Address]

[Company Address]

[Company Address]

Dear [Contact Name / Sir / Madam],

RE: [Job Description / Job Title]

Opening paragraph: Hook the employer with something that catches his/her attention (for example: who referred you or their need for your special skills).  Name the job you want (use a specific job title).

Body paragraph:  This is your sales pitch.  Match your qualifications to the specific job opening.  Use the language in the job advertisement if possible (for example: “ You are looking for a student who has experience with Excel and Access.  I worked for one year as a student assistant in the National Center on Deafness at California State University, Northridge.  While I was there, I created an Excel database for the Interpreter Training Program and later converted it to Access.”).  BE CONFIDENT and SPELL CHECK your letter.

Closing paragraph:  Mention your resume is enclosed.  Say you would like to arrange an interview and when you will contact the employer to schedule an appointment (NEVER wait for the employer to contact you – you take control).

Yours Faithfully,

[Your name]
