[Your Name]
[Your Address]

[Date]

[Employer’s Personal Name]

[Company Name]

[Company Address]

Dear Mr./Ms. ____________,  [OR Attn: Human Resources/Hiring Manager]

[1st Paragraph: Why you are writing (i.e. an interest in applying) – what position? Why? Is there any reason why you chose this position or company in particular?]

[2nd Paragraph: Relate your skills and past experience to the specific job requirements. Try not to be too vague. Examples from past jobs/experience are helpful here. Show them that you and your skills are a good match for the position and what they have asked for.]
[3rd Paragraph: This paragraph indicates what will happen next. Express your interest in meeting in an interview, and let them know the best way to reach you (or how you plan to follow-up). This is a good time to thank them for their consideration as well.]

Sincerely,

[Leave space to sign if sending resume in-person or by fax]

[Your Name]

