*Cover Letter Work Sheet. Tips and suggestions are highlighted.

Name

Address

Phone Number | Email Address
Date
All information contained in the address section should be the same as it is listed in the job posting.
Contact Name
Title
Employer Name

Address
City, State, Zip
Dear [Contact Name—Use a person’s name whenever possible]:
Paragraph one: Sell yourself!  State 2 or 3 of your qualifications for the job and identify the position you are interested in. Identify the job—by job number or title and place you saw the ad.
My [skill 1] and [skill 2] combined with [skill 3] make me well qualified for the position of [name the job title] that was advertised [__].
Paragraph two and three: Highlight your skills and experiences and provide examples that demonstrate you understand the job/industry/work. Use action words (verbs) and keywords from the job description. 

The best example of my [skill 1] would be [describe what you did and where]. While at [the setting where you demonstrated skill 1], I [describe something that demonstrates the skill or skills].
Paragraph three, if needed: Same guidelines as paragraph two.

During my time at [the place where you demonstrated your next skill], I was able to [describe something that demonstrates your skill or skills].

Closing paragraph: Summarize and ask for the interview.
After reviewing my resume please contact me to arrange an interview to discuss in more detail how my [restate the skills mentioned in paragraph 1] can benefit [employer name]. 
Sincerely,

Your signature
[Your name, typed]
