









Cover Letter
Your home address







City, State  Zip

Current Date

Human Resource Manager Name

Business/Company Name

Street Address

City, State   Zip

Dear _____________

Paragraph one – Should be an attention grabber.  Clearly state the position or type of work you are looking for (Remember – you are looking for an entry level position) and what makes you the best candidate for that position.   

Paragraph two – State how your educational background prepares you for a position as ________________.  What can you contribute to the company and how do or how can your qualifications benefit the company.  Do not repeat your resume!

Paragraph three – State your interest in why you want to work for _________________ (This would be where your research of the company would come in)  State your desire to pursue a career in _________________ after graduating from high school.  I would like to learn all I can about this field.

Paragraph four – Enclosed is your resume.  Ask for an interview.  When can you be contacted and at what number and time can you be reached.  I look forward to visiting with you.

Sincerely

    (4 spaces)

Your name

Enclosure

Cover letters should be brief, direct & focused and are about what you can do for the employer

Letter needs to be centered vertically on the paper

Letter needs to be signed in BLACK ink

Phone number needs to include area code

Time to be reached includes a.m. or p.m.

Font type & size needs to be Arial, 12

Margins 1” – file – page setup

