Your Name                                                                                                                                                                           Your Address line one                                                                                                                  Address line two                                                                                                                                  Post Code                                                                                                                                                     Tel

Date (UPDATE THIS FOR EACH APPLICATION)

Company Name                                                                                                                                   Company Address Line one                                                                                                         Address line two                                                                                                                                    Post Code                                                                                                                                                Tel

Dear Mr/Mrs Example:

I am writing to apply for the post of (Insert Job Title and References Number) that was advertised on/in (Insert Website or Job Newspaper).

As you can see from my enclosed CV (Or Application Form) I have the following skills and qualities, which will be of use to your company:

· Add in your key skills and qualities

· Add in any relevant qualifications 
· Add in any relevant experience 

Write a paragraph relevant to the company you are applying for-this makes your cover letter specific for the company you applying to.

Thank you for taking the time to read my application, I am available for an interview at a time convenient to yourself and I look forward to hearing from you soon.

Yours Sincerely,

Your Name
