& cover letter cover Ietter

jo'u &Pplicmﬁo.-\

. openin
= present yourself, state in what ways you are Tcpwmmﬁmgy hmcerns Dt Sibion Mt
suited for the position you are applying for, Dear Mr. O'Brien,
show that you have profound knowledge of the reason for writing ! ) -
_ i : | am writing to express my interest in the position of ...
\Cﬂmpaﬂy an'd!ﬂ'r ]Dh and EKp[‘ESS real interest in | wish to apply for the position of ...
. | am writing in response to your advertisment for ...
| am writing to enquire as to whether there are any vacancies ...
Many employers only spend thirty seconds reading each job application, so your cover introducing yourself
letter needs to be convincing in order to get the reader’s attention and make them want | am currently working as a ... / | am currently studying ...
to learn more about you. However, do not try to be funny. If your potential employer At present, | am \n}.rorifing for xxx where‘ | am responsible _fo
does not share your sense of humor, this might backfire. Show a genuine interest in the | have been working in my current positon for the past (time).
company, but do not flatter - you will only sound insincere. talking about your education & experience
| graduated from ABC University with a degree/master’s degree in ...
1. Why are you suitable for the job? Describe the skills you have and the The nature of my studies has prepared me well for a position such as this one.

As you can see from my CV, | have worked ... and gained experience ...

qualifications that specifically apply to the job or placement. If qualifications are . . :
My mother tongue is English and | am fluent in both French and German.

mentioned in an ad, make sure you refer to them.
2. Briefly state the job or placement for which you are applying, where you saw
the job advertised and who you are. Keep it short and to the point. | feel [.am suitable for this r_ole as | ha?v.e a great deal o_f ex_perience in...
3. Restate your interest in the job and say why you are the right person for the job : Eo:;mdelr::iys:ﬂfl:o 3}9 :‘?‘;r"ﬁ"dliﬁ;h‘:'e;t a"‘f E:Tt:usflaz:fhviﬂlr ker.
{in one sentence!), Request action, so show that you are happy to come for an | a; E.:y ke?r: to :orlfflof :ncaambiti:::s c?n?np;ny s:cl'?as y;urs:"
interview and say that you are looking forward to hearing from them. Mention

that your résumé is enclosed. closi ng comments
4. What can you do for the company (not what the company can do for you)? Thank you for taking time to cons‘ider my applicati:‘an.
Qutline a relevant career goal and expand on the most relevant points in your lam ava_llab!e for contact and/or interview at any time.
If you wish to contact me, you can do so on +353 86020 ...
résumé. Should you require further information, do not hesitate to contact me.
source: Grean Line CHherstafe. Sturtgart: Klete, 20, 5. 16, Please find CV attached (emails) / enclosed (letters).
signing off
/“. | lock forward to hearing from you.
\ Yours sincerely, (if you know the name ‘Dear Mr. O'Brien’)

Re ady to gO? Yours faithfully, (if you are writing to ‘Dear Sir or Madam’)
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rules of a formal letter (—formal




