






Your cover letter
By
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YOUR NAME
Job title
Your address or suburb
Your phone number 
Your email



Date

Recipient’s name
Title
Company
Email address
Address

JOB REFERENCE: TITLE OF THE POSITION YOU ARE APPLYING FOR

Dear (person’s name),

Paragraph 1 (Introduction and Key Strengths) includes:
· The job title you're applying for and where you saw it.
· A quick intro about your background (your current role or experience level).
· 1–2 key skills or achievements relevant to the role.

"I’m applying for the [Job Title] role at [Company], advertised on [Job Site]. I have experience in [industry/role] and bring strengths in [key skills]. At [Previous Company], I [mention one achievement or responsibility that shows value]."

Paragraph 2 (Why You and Call to Action) includes:
· Why you’re interested in the company or role.
· What makes you a good fit (values, culture, goals).
· Express interest in discussing further.

"I’m drawn to [Company Name] because of its focus on [mention something specific about the company]. I’d love the opportunity to contribute my skills and would welcome the chance to speak further. Thank you for your time and consideration."

Sincerely,

Your name and signature
Mobile number
Email address								
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