        COVER LETTER EXAMPLE 

Mandy Black




Your name
101 North Stone Drive             

Your street address
Mobile, AL 36608



City, State Zip
251-623-4567            



Phone number
mandy.black10@yahoo.com


Professional email address







Spaces here will help center letter on the page
August 6, 2024



Month, day, year






Double space here
Jennifer Stone




Name
Human Resources Director


Title of recipient
Memphis County Public School System
Business
4444 East Street



Street address of recipient
Memphis, TN  22222



City, State Zip





       

Leave greeting blank if you don’t know
Double space here
Dear Ms. Stone:

I was drawn to your ad in the Memphis Daily News on August 1, 2024.  My education, outgoing personality, and volunteer experience make me a strong candidate for a position with your hospital.





Double space between paragraphs
I will graduate in May from the University of Mobile with a Bachelor’s Degree in Business Management.  I have the maturity, skills, and desire to embark on a career as a Human Resources Assistant. I gained practical leadership skills through positions that I have held with campus organizations.  I have also held several different kinds of employment positions and believe the variety will help me further in this position.

The combination of my practical experience and educational background has provided me the ability to make an immediate contribution to MCPSS.  Thank you in advance for your consideration.






Double space here
Sincerely,






4 empty spaces here for signature
Mandy Black



Your name as it appears on your resume





Double space here
Enclosure



States you have enclosed resume…but NOT references
Heading done same as resume

Mandy Black
901 North Stone Drive             Tupelo, MS  38884

901-901-9011            mandy.black10@yahoo.com





Spaces here will help center letter on the page
March 6, 2024



Month, day, year







Double space here

Mr. Sam Smith


Name of recipient
Human Resources Director

Title of recipient


Baptist Memorial Hospital

Business
4444 East Street


Street address of recipient
Memphis, TN  22222


City, State Zip Code





Double space here
Dear Mr. Smith:


Name of recipient





Double space here
I was drawn to your ad in the Memphis Daily News on February 29, 2024.  My education, outgoing personality, and volunteer experience make me a strong candidate for the Admission Representative position with your hospital.






Double space between paragraphs
I will graduate in May from the University of Mobile with a Bachelor’s Degree in Healthcare  Management.  Through my college experience and practical leadership skills, I have gained the maturity and desire to embark on a career with Baptist Memorial. 

The combination of my practical experience and educational background has provided me the ability to make an immediate contribution to Baptist Memorial Hospital.  I will follow this letter with a phone call to see if I can arrange a time to meet with you.  Thank you in advance for your consideration.






Double space here
Sincerely,






4 empty spaces here for signature

Mandy Black



Your name as it appears on your resume





Double space here
Enclosure



States you have enclosed resume…but NOT references
