[Name]
[Address] | [City, ST ZIP Code] | [Phone] | [Email]
[Date]
[Recipient Name]
[Title]
[Company]
[Address]
[City, ST ZIP Code]
Dear [Recipient]:
If you’ve never written a cover letter before the idea is simple. You want to casually list your skills and qualifications in a ways that’s fast and effective. It’s best to start out with a short introduction and positive thoughts about their company, to show you know their industry.
Next, it’s time to talk about you. You need to show your level of education and past experiences that make you an ideal candidate for this exact position. 
Finally, reiterate what makes you a good fit in a new ay and thank them for their time and consideration. Your cover letter shouldn’t be too long, just a few paragraphs in fact. If you’re felling bold, you can also include something like, “I’m looking forward to meeting with your and your team soon.”
[bookmark: _GoBack]Sincerely, 
[Your Name]
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