Your Full Name
Your Address 

City, Post Code

Country
Employer’s or Person in charge Full Name 

Company’s Name 

Address

City, Post Code

Country

Place, Date

Dear Mr/Ms Surname 

Introduction: (1st paragraph)

Explain the reason why you are writing this cover letter. State your intention as well as how you have become interested in this job position and company. Demonstrate where have you learned about this position (for example the newspaper, the webpage etc), who referred you and generally how did you find about them. Give also the position code number, if applicable. 


Main letter  (the order of 2nd and 3rd paragraph can vary due to your personal writing style)

2nd paragraph: Explain why you are the best applicant for this job and why they should select you. Highlight your key skills and achievements and how these will help you fill their needs. Make the best possible match between your academic background, your relevant experiences and how these can help you satisfactory fulfill the job requirements. Mention also some specific experiences, skills and achievements that you can offer.

3rd paragraph: Give reasons why you are interested in working at this particular company. What is special about this potential employer? Why are you motivated in working there? (Avoid mentioning salary or other similar benefits).


Conclusion: (Last paragraph) 

State your intention to have an appointment and ask for an interview. Make sure you give contact details for them to call or leave a message to you. You may also tell them that you are willing to call them in order to set a date for an interview. Thank the employer for their time and consideration. 


Sincerely,
Your signature

Your Full name
 
Enclosed: 
List all enclosed papers you are sending (p.g. CV, reference letters etc.)

