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Name 
Phone 
Email

Date



Name of Organization
Street Address of organization
City, Province, Postal Code

Reference: Position Name, Job ID #:

Dear (try to find name,)

First Paragraph
· Provide the title of the position you are applying to and explain how you found out about the position. (referral, website, radio, etc.)
· State why you are interested in the organization and the position.

Middle Paragraph
· One (or 2) short paragraph(s) here.
· Provide information relevant to the particular job.
· Highlight your skills and accomplishments, especially those which match well with the key skills listed in the job description.
· Tip: Read through the job advertisement in full. Flip the job ad over so you can no longer read it. Ask yourself, “What 3 things does the company want this person to be able to do?”. Whatever you believe those three things are, highlight how your experience matches it.

Final Paragraph
· Close off. Mention you look forward to hearing from the organization to discuss the position further.

Sincerely,


Your Name
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