SET for Life


TEMPLATE

COVER LETTER


Street Address


City, State & ZIP

Date

NAME OF COMPANY CONTACT

Title of Company Contact

Name of Company, Corporation, or Government Agency

Street Address
City, State and ZIP

Dear 
:

Explain the type of employment you are seeking (be as specific as possible). Use their job title and your source of job opening (newspaper, personal contact, etc.).

Summarize your qualifications for the job for which you are applying, referring to any classes you have taken, experience you have obtained or why you are making a career change that would be RELEVANT to the opening. State your interest in the position. Make reference to the applicant or résumé you are including.

Request the next step in the employment process and indicate your availability.

Sincerely yours,

Your Name
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