[Your Name]
[Your Address]
[Your Email Address]
[Your Phone Number]

[Date]


Greeting line (Dear _______, Hi _________, etc.)

If possible, open with an interesting line. The first paragraph should include the following: Your name, The Job Title, The Company Name, The Job Vacancy Number (If available), and where it was advertised (Trade Me, News Advert, from an employee, etc.). 

For the second paragraph, mention why you are interested in the job and highlight anything interesting you learned about the company. Did they showcase something on their website or social media that you were particularly interested in? Is there a reason you would prefer to work for them over one of their competitors? Highlight any such information here. 

Additional paragraphs should mention your specific skills and experience and why you are a good fit for the company. However, do not simply restate your CV; go into more detail and include specific commendations and awards, as well as any challenges you overcome or ways that you improved the company. Multiple paragraphs about how you fit with the company and how you can help them are fine. 

There is no hard limit on how long cover letters should be, but you should aim to keep it within 1 page if possible. 

End with a memorable, encouraging line if you are able to. 

Closing (Sincerely, Thank you for your time and consideration, I look forward to hearing from you, etc.)

[Your Name]

