
Cover Letter Example
Wayne Gretzky

2256-130th Street

Langley, BC

V3A 4E4

604-888-6000

Gretzky_great@shaw.ca 



February 17, 2009

Mr. I. Burke 

Manager, TSN Broadcasting 

#400-700 West Georgia Street

Vancouver, BC

V4A 4N4


Dear Mr. Burke: 

I am very much interested in working the broadcasting field. After talking with Mrs. Murdoch (career counselor) at Walnut Grove Secondary, I discovered that you are willing to take a work experience student at TSN Broadcasting. 


I will graduate from Walnut Grove Secondary in June, 2008. During the last two years I have been keenly studying English, Math, and Business, and plan on taking two computer related courses next semester. I have been a consistent honor-roll student for the past three years. 

I volunteer at the Langley Memorial Hospital, where I play music and entertain the patients. My communication and interactive skills help and comfort the patients. I am a current member of the GQ Ambassadors at Walnut Grove Secondary, where my organizational and leadership skills are highlighted. 

Suggest a specific time for an interview.
I would appreciate an opportunity to meet with you to discuss how my skills will best meet your needs. I would also like to have the opportunity to learn more about the position. I would like the opportunity to contribute to your TSN team. You can reach me at 604-888-6000 in the evening. I look forward to hearing from you. 

Sincerely, 

Wayne Gretzky

Gretzky_great@shaw.ca
Enclosure 

Keep your font size to no larger than 13. Use a standard text style like: Arial or Times New Roman. Your cover letter should only ever be 1 page! 





Opening paragraph attracts attention-uses a personal contact. NEVER use to whom it may concern. 





Body of the letter shows the valuable contribution the job seeker can make to the employer.  





Respectfully close.





Sign your name here. 





Include the date of your cover letter. Also include the address of the business you are applying to. This will show your attention to detail!








