Your Address
City, State, Zip
Today’s Date
Contact Person

Job Title

Company

Address

City, State, Zip

Dear Mr. or Ms. Jones: (or “To Whom It May Concern:” if name unknown)
First Paragraph – Opening
Introduce yourself, explain why you are writing (e.g. indicate which position you are applying for or that you are inquiring about available opportunities), and grab the reader’s attention.  
Second Paragraph – Body
Use specific examples from your previous work experience or academic life and relate them to the job, company, or industry.  Expand on your resume rather than repeat what you have already written.  
Third Paragraph – Body
Continue to show why you are the most qualified candidate for the job, this time using personal examples such as personality traits or special skills that are relevant to the job requirements or company culture.  You may also use this paragraph to clarify something on your resume (e.g. to explain an extensive gap in employment or a career change). 
Fourth Paragraph – Conclusion
Provide a brief summary of your qualifications and restate your intent.  Provide your contact information and either discuss when the employer can expect to hear from you, or if you will wait to hear from them.  Lastly, be sure to thank the employer for their time and consideration.  
Sincerely,

Your Name
