The Cover Letter

When you apply for a job, you should send a covering letter with your resume. A covering letter must be brief, one page, and typed, unless the employer requests a handwritten covering letter. An example of a covering letter can be found on the reverse side. 

Paragraph 1

Paragraph 2


Paragraph 3

This is an example of a covering letter. It should be clear and concise. Make the employer want to meet you.

Your Name

Your Address

Langley, B.C

Postal Code 
Ph #
(2 spaces)

Today’s date and year in full (e.g. January 25th, 2001) 

(4 spaces)

Employer’s Name

Company Name 

Company Address 

Name of City, B.C.

Their Postal Code 

(2 spaces)

Dear Employer’s Name: (use Ms., Miss., or Mr. before name. Use surname only)

(1 space)
In the first paragraph include that you are a student at Walnut Grove Senior Secondary. Indicate what job you are interested in and why you would like to work there. State how you heard about the job. 
(1 space)
In this second paragraph, name the qualifications you have that would make you a suitable candidate for the job. 

(1 space)
In the final paragraph, state that you have included a resume for their perusal. Indicate that you would like to be interviewed for the position and include details on how the employer can contact you (telephone number). 

(1 space)
Yours truly,

(4 spaces)

(Sign your name in PEN here)

Your Name

(1 space)

Enclosure 
Reason for Writing





Why they should hire you





That you have included a resume


That you would like an interview


How the employer can contact you








