Name and job role of person you are writing to

Company name

Address 

Dear [name of person]

Opening paragraph: State why you are writing, identify the position for which you would like to be considered, and indicate how you heard of the position. (If you are sending a letter of interest which is not in response to a specific job opening, simply indicate the type of work you are seeking). Be specific.

Middle paragraph(s): Your goal here is to show how you can be useful to this particular organisation. Describe what strengths you have to offer this employer by showing the relationship between your skills and experience and the vacancy. You can also describe your previous achievements and how they relate to the vacancy and to identify three reasons why you should be called for interview. Refer the reader to your enclosed CV for additional information (You can divide this section into a couple of smaller paragraphs rather than have one large dense paragraph).

Closing paragraph: End your letter by clarifying what will happen next and how they can most easily reach you.

Yours sincerely,

[XYZ]

