Jane Anne Smith

12345 Washington Street   Romeo, Michigan 48065   (p)586.752.5252   jane@hotmail.com
Portfoliowebsite.com


Current Date

Contact’s Name

Contact’s Title

Contact’s Department

Contact’s Street Address, Suite #

Contact’s City, State Zip

Dear Mrs./Ms./Mr. Contact:

The first paragraph tells why you’re contacting the person, then either mention your connection with that person or tell where you read about the job. It also quickly states who you are. Next it wows them with your sincere, researched knowledge of their company. The goal: demonstrating that you are a worthy applicant, and enticing them to read further.

The second and optional third paragraph tell more about yourself, particularly why you’re an ideal match for the job by summarizing why you’re what they are looking for. You may also clarify anything unclear on your resume. Make sure you include all the information that is important but also remember to be clear and straight to the point. Your cover letter should not be any longer than one-page in length.

The last paragraph is your goodbye; you thank the reader for his or her time. Include that you look forward to their reply and give them you contact information and let them know you can be contact at anytime.

Sincerely,

Your name ( Place your signature in the space between the sincerely and your printed name)
Enclosure (1)
