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PARTS OF A GOVER LETTER

COVER LETTER GUIDE

SAwPLE LETTER

HEADING

INSIDE ADDRESS

SALUTATION

INTRODUCTOR Y PARAGRAPH
Tellwhy you are withg

ST MAIN PARAGRAPH
Desaribe your qualcators. Sell
your Sl and knawledge. Tel
why you ara iterestad n ihe
company o collage. Point ut any
related exparience you have.

2ND MAIN PARAGRAPH
Continue to describe qualfcatiors
Highlight relevart rsiing or
clazses that relate o he ob or
major forwhich you are 3pphing

CLOSING PARAGRAPH
Clese by thanking the reader and
requesting an intervien.

COMPLIMENTARY CLOSE
SIGNATURE

NAME

EncLOsURE

s indiatas thatyou have
enelosed ater e (recume.

Hansoips, eio) for the readarto

our waing Addres
Cit,State Zip Code
Todzys Date

(0 Rebus o “Enter’ on Hephoard)

Employers Name
Job Thle

Buziness Name
Business Adirass
City, State Zip Cade

Dear (Mt M. (s the e e pson tat il e e
ety

I response b the February 248 advertsement inthe Sangor
Dy Nows, 1 have enclosed my resume for he Receptionst
pesition

1 have two years of pror work exparience 3s 3 eceptiontuith
XYZ Telacommunicaions. My motk has nwalved arcwering fen
incorming lies and areeting customes ina (st paced cffce
Setting I have o been responsibl for llncoming and
outgoing mail 35 well 3 purchase ordars. | am very detal
orentad and ableto handle mulipl taks simutaneoushy.

1 am curtentlycompleting an Assosiate Degree in Exective
Admini stive A< tart stN omharn Mains Technioal Collge. In
completing & program. | have gained valuable exprience
Sevaral computar programs neluding Miorosatt Word, Excel. and
‘Acsess. Addionally, my taining has provided me wit the skl
e3ch my goalof offce management

wiloome the apportunity to i cus my qualfcators with you in
person | san be reached at (207)555.1234. Thark you for you
fims and censidaration.

Sinosral,

(0 Rebus o “Enter’ on Hephoard)

Jeedos

Enclozurs





