Instructions for Using the Sample Cover Letter Sample
By Jan K., The Proofer
To use the Sample Cover Letter, you will need to copy and paste the next page into a Word document (or print it and use it as an example for writing your own cover letter).

In the Cover Letter Sample below, you will find three words in all caps in RED, GREEN, and BLUE font. Using the following guideline, insert the appropriate word(s) or phrase that is applicable to the job. Before you print your final cover letter, be sure to change the font color to BLACK.
EXPERIENCE: Insert whatever is applicable here, such as “job knowledge, “training,” “skills” etc.
X-Y-Z: Insert a statement that indicates how you would be effective in this position, such as “my ability to manage people in a manner that encourages them to perform well,” “my ability to pay attention to details,” or “my ability to perform any task accurately and efficiently.”
SKILLS: Insert a comment about whatever aspect of your abilities relates to the job you are applying for, such as “job experience,” “education,” “talent,” or “determination.”

For a Sample Resume, and instructions for writing your resume, please go to Getting Started: Writing Your Resume (http://readingroom.janktheproofer.com/Writing-A-Resume.htm).
Thanks to Peggy Swarbrick and John Garafano, both with CSP-NJ, for their assistance with developing this Sample Resume.

This Sample Cover Letter has been provided by Jan K., The Proofer

Copyright 2006, www.janktheproofer.com
Your Name

Your Address

Your City, State ZIP

Your phone/cell number

Your email address

Date of letter
Attn: Name of person at company if known

Company Name

Company Address

Company City, State ZIP

Dear Name (use “Sir or Madam” if name is unknown):

As you will note from the attached resume, I am an excellent candidate for the position that you seek to fill. I have the EXPERIENCE necessary to be a valuable asset not only in this position, but also for the overall company.
In this position, I offer my ability to X-Y-Z.
I know that I have the SKILLS that will benefit your company. I am motivated to go that “extra mile” that you need in order for your company to continue to be successful.

I am eager to meet with you and discuss how my abilities will benefit your company. Please contact me at your convenience at PHONE NUMBER or EMAIL ADDRESS.

Sincerely,

Your Name

Enclosure
