Your name

Your address

Postcode

Telephone

Email

Date

Dear Sir / Madam

RE: Job title / Reference number

The first sentence needs to clearly state that you would like to apply for the vacancy and where you found out about it.

Next, you should talk about why you would like to do the job. This is where your research should come in handy: it may be that the role ties in with your interests or that you have previous experience. If you can, talk about the company and what attracts you to the role.

Add one or two of your skills that you think are the most relevant for the job. Remember that the bulk of your information is contained in your CV; just highlight the key skills you think the employer is looking for. A covering letter needs to be kept short and sweet.

A couple of paragraphs should be long enough. To finish the letter, you could say something like:

“To find out more about how my skills and experience could benefit your company, please see my attached CV.”

Thanks for your time,

Yours sincerely/ faithfully (If you know the name of the person you’re applying to, use ‘sincerely’, if not put ‘faithfully’)

Your name here.
