YOUR NAME HERE
Your address here

TODAYS DATE HERE

Person interviewing name here
Business Name Here
Address here 

(Dear Mr. _______ :) or (To whom it may concern :)

Your cover letter should be specific to the POSITION you are applying for, relating your SKILLS and EXPERIENCE to those noted in the job posting. Your cover letter is your first and best chance to make a good impression. The body of your cover letter lets the employer know why they should select you for an interview, and how you will follow-up.
First Paragraph- WHY-POSITION-CONNECTION
The first paragraph of your letter should include information on why you are writing. Mention the position you are applying for and where you found the job listing. Include the name of a mutual contact, if you have one. Open up and let them know what you are looking for. Middle Paragraph(s)- SKILLS-ABILITIES-CAPABILITIES-CERTIFICATIONS

The body your cover letter-should describe what you have to offer the employer. Mention specifically how your qualifications match the job you are applying for. You have been gaining experience this entire year, make sure to mention all that apply to the position. Remember, you are interpreting your resume, not repeating it.
Final Paragraph –THANK YOU-APPRECIATION-CONTACT ME-I AM AVAILABLE NOW
Conclude your cover letter by thanking the employer for considering you for the position. Include information on how you will follow-up.
Respectfully yours or Sincerely,

Your Name Typed Here
X Real Signature Here
Enclosure:
