


  Sample Cover Letter Layout

Steven Z. Sample 
2003 Riverside Drive  
Lynchburg, VA 24502 
434-555-0555 
ssample@liberty.edu 
 
May 9, 2014 
 
Name of Manager 
Title and Department 
Name of Company 
Street Address 
City, State, Zip Code 
 
Dear Mr/Mrs/Miss/Ms: 
 
State the job you are applying for and how you learned of the opening (employment agency, 
relative, friend, media). If you are inquiring about a possible job opening, then specify the type 
of job that you are seeking. Indicate you are enclosing a copy of your resume. 
 
Explain why you are interested in the prospective job, company, and its services. Why are you 
passionate about this as a career? Remember, this isn’t about what you can get from them but 
what you can offer them. This will require you to research the company and position. Describe 
which character traits make you an ideal candidate for the job and how you will benefit the 
company. Be specific. Point out your academic background, specific achievements, or work 
experience that is applicable to your potential job. Even if you haven’t had related work 
experience, or the only relevant experience is from your education thus far, include examples of 
your energy, initiative, and eagerness to work with and benefit the company. Try NOT to simply 
restate the same information that is in your resume. Your goal is to “sell” your best qualities in 
order to “lure” the reader to review your resume. If your cover letter is poorly written, your 
resume will not be read. 
 
Request an appointment or personal interview at the reader’s convenience. Close your letter in a 
manner that will encourage a speedy reply. For example, name a date on which you will call to 
set up your interview, ask if additional information or references are desired, or if the company 
recruits in your area. Thank the reader for his or her time and consideration. 
 
Sincerely,  
 
Your Name 
 
 
Enclosure (Resume/References/Samples/Etc.) 



 
Cover Letter Sample –Response to Job Posting

 
 
Jane Doe 
123 Abcd Lane 
Stephens City, VA  22655 
Professionalemail@yahoo.com 
 
February 6, 2014 
 
Ms. Renae Hall 
Recruiter, Human Resource Office 
Union First Market Bank 
10131 Jefferson Davis Highway 
Fredericksburg, VA  22407 
 
Dear Ms. Hall: 
 
Please accept the attached resume as application for the Seasonal Teller Winchester position, 
which I saw advertised on the Lord Fairfax Community College on-line job board.  I am a 
general studies student completing my general education requirements who intends to transfer 
and major in business marketing.   I am seeking full-time relevant summer employment and feel 
that my skills and educational goals are a perfect fit for this position. 
 
 
From my resume you can see that I have extensive customer service experience, as well as retail 
experience handling cash and adeptly utilizing a computerized check-out system.  I have been 
recognized for being able to think on my feet and work independently, as well as my ability to be 
a team player and function in that capacity as well.  I was able to handle customers in a quick 
and courteous manner and effectively follow all procedures required by the organization.  At 
both Wal-Mart and McDonalds I was recognized as sales associate and employee of the months 
for superior customer service and dedication.  
 
After you have reviewed my resume I would like to ask for the opportunity to meet with you to 
discuss the position particulars, and how I may assist Union First Market Bank with their teller 
needs.  I may be reached at (540)555-1212 so we may arrange a convenient time.  Thank you in 
advance for your consideration and I look forward to speaking with you soon. 
 
Sincerely, 
 
(if sent by mail sign in blue or black ink) 
 
Jane Doe 
 
 
 
 
 
 
Enclosure 
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