Your Name
City, ST
Phone number
Email address (you can use either a personal email or school email address)



Date



Company Contact’s First Name and Last Name
Company Contact’s Title or Department
Company Name
Company Street Address
Company City, State Zip Code

Dear [Company Contact’s First Name and Last Name]:

First paragraph: This paragraph is typically 2-3 sentences. Tell them your reason for writing the letter: state the job you are applying for and how you learned about the position. Also state why you are interested/qualified for the position and/or working for their company.

Second paragraph: This paragraph should include key strengths/qualifications that are directly related to the position. Use key words that are in the job description. Anywhere you can back up what you say you can do, you should. Try to give an example that verifies what you have accomplished. Relate how your skills/experience will benefit the employer: how will hiring you make them better? Clinicals, internships, externships, and on-the-job training are excellent experiences to reference. You can also reference education and other training, if relevant to the position.

Third paragraph: Reference that your resume is enclosed. Request an interview/time to meet or state that you will follow up with the employer. State how the employer may contact you (include your phone number and email address). Thank them for their time and consideration.


Sincerely,


Your First Name and Last Name

Enclosure (if you state in your letter that something is enclosed, type the word “Enclosure”)
