Your Address

City, NB  E3A 9P5
Month, Day, Year (Date you are sending the letter)

(2-10 spaces to balance white space)

(Mr., Ms.) Employer Name

Employer Title

Business Name

Business Address

City, Province, Postal Code

RE:  (Position/Competition # if applicable)


Dear Mr. or Ms. (Person’s last name only):

Introductory Paragraph: State immediately the position you are pursuing and how you came to know of the opening.  Tell the employer why you are interested in the position in one or two sentences.

Sell your skills paragraph:  Explain the skills, background, attributes and experience you have that will make you successful in the position.  You do not have to have directly related  experience, but think about the skills you have from all your experience and how those relate to the duties of the position you are applying for; show that you have a number of the skills they highlight in the job ad.

Additional, value-adding skills paragraph:  Demonstrate that you have done some research about the company.  Go to their website, read articles about them in the news or in journals, talk to other contacts from the organization.  This research will show that you have taken time to think about this position and put some effort into this letter.  Show how you have what it takes to contribute to their company based on what you learned in your research.

Conclusion:  State that you would welcome an interview to further discuss the opportunity and repeat the telephone number where you can be reached.  You could mention that you will contact them to see where they are in the process if you do not hear from them within a week after the deadline (but be sure to follow through if you state this).  Finish by thanking them for their consideration of your application and express a desire to meet them sometime in the near future.

Sincerely,

Your Signature (Leave 4 lines for this)
Your printed name (typed)
Enclosure  (because you are including your resume)
Additional standards/Tips

· If using this template ensure you delete all text in brackets and the blue boxes – as well as this page
· Use a consistent font type and size with both resume and cover letter – I suggest the following: Times new roman or Arial. 
· Use a 1.25" margin both left and right unless your letter is more than 250 words then use a margin of 1 inch both left and right.

· If the letter is under 200 words use a 1.5 margin both left and right

· Balance your white space (use the show/hide button to show all formatting marks to assist you)
Your Contact Information





Tips:


Resumes and Cover Letters should be in standard business format.  


The formatting should be consistent for both, so ensure you use the same font, font size, the same margin size etc.





Employer Contact Information





Salutation





Closing








