Cover Letter Writing

Your Name: ______________________
Your Address: ____________________
Your city, state, zip: ________________
Your phone number: _______________
Your Email: ______________________

Date: ___________________________

Manger’s Name and title: _________________________
Department’s name: ______________________________
Company’s name: ________________________________
Address: _______________________________________
City, state, zip: ___________________________________

Re: (job code, if listed in an ad or job posting)

Dear (Mr. or Ms.): _________________________________

Get the manager’s attention: ______________________________________________________________
__________________________________________________________________________________________________________________________________________________________________________

Spark the Manager’s Interest: ____________________________________________________________
__________________________________________________________________________________________________________________________________________________________________________

Create a desire to meet you: 
· ______________________________________________________________________________
· ______________________________________________________________________________
· ______________________________________________________________________________

Ask manager to take action: ______________________________________________________________
__________________________________________________________________________________________________________________________________________________________________________

Sincerely, 

Your Signature

Your name typed
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[bookmark: _GoBack]Pat Perfect
One Pluperfect Way
Anytown, US 12345
111-222-3333
pat@email.com

December 31, 20xx

Ms. Karin K Boom, Owner
New Day Demolitions, Inc. 
55 Nowhiring Highway
Anytown, US 12345

Re: Job Code 5678, from the Blabbermouth

Dear Ms. Boom: 

I would like to apply for your Office Receptionist’s position, which I saw advertised in Wednesday’s edition of the Blabbermouth. 

Ms. Boom, I can offer you three years of experience as a receptionist. I have a cheerful helpful personality, and I have a good memory for names, faces, voices, and telephone numbers. 

I am familiar with most telephone systems, social media, email, plus both Apple and Microsoft operating systems. I have hand-on experience with QuickBooks, Microsoft Word, Excell, and appointment scheduling software. I also have experience as a bill collector. If the need arises, I would be happy to make collection calls or field difficult or awkward inquiries. 

I would love to interview for this position. I hope you’ll call. You can reach me anytime on my cell at 111-222-3333. 

When you do call, please understand that the child’s voice on my voice-mail greeting is not my voice! 

I look forward to your call. 

Sincerely, 

Pat Perfect
Pat Perfect
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