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space
space
space
space
Date
Space
Space
Name (use Ms. Or Mr.)
His/her job Title (if you know it)
Company Name
Address
City, State, Zip Code
Space
Space
Dear Ms. or Mr. Last name only (name of hiring manager or Human Resources recruiter, if possible)
Space
Paragraph #1:  Identify your major and your graduation date. Express that you are writing to explore the possibility of obtaining a particular position within their organization. Add something you appreciate about the organization based on your research. Be sure to express your enthusiasm for your field, the organization, or the position in your letter.
Space
Paragraph #2:  Explain that you have enclosed your resume for their reference. Explain why you would be well-suited for this job (some organizations will have job descriptions listed on their web site. If not, survey several job descriptions at online sites like google.com or salary.com) and present the skills/qualities and qualifications most organizations seek in a job candidate for that kind of position. Explain that you have those qualities and that your experiences, as presented on your resume, demonstrate this.
Space
Paragraph #3:  Let the hiring manager/recruiter know that you would appreciate the opportunity to meet and discuss how your education and experience can benefit their organization. Explain your availability and provide your area code/phone #. Thank him/her for his/her time and consideration.  Don’t forget to follow up by phone about 10 days later!
Space
Respectfully Yours,
Space
Space     (sing your name here)
Space
Space
Your typed name here (should be the same name as is in your heading) 
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