Name

Address: Full Postal Address
Telephone: Include the telephone number you use the most or both mobile and landline
Email: full email address – make sure it’s a sensible one
COMPANY NAME AND ADDRESS

(Insert the name and address of the company you are applying to)

GENERIC (or speculative letter is one which you would send out to a company that you want to work for but that isn’t necessarily advertising)
TAILORED RESPONSE (in response to a specific job advertisement and in line with person specifications and job descriptions)

Dear Sirs / Madam

VACANCIES (you need to insert the type of roles you are looking for i.e. Communication Roles, Sales Assistant, Customer Services etc and advise if it is part-time or full-time that you would prefer)

You can use the first sentence to outline what you are looking for and what your chosen career path is; there isn’t any need to go into detail about your unemployment straightaway but of course, this will need to be addressed further down in the letter.
“As you will note from my enclosed CV……” use this opportunity to provide a brief overview of your CV, focusing on the elements that you believe would interest the reader.  

The next paragraph is a great place to put your transferable skills and to also address your recent spate of unemployment.  If you have been made redundant, tell the reader that, just as you should let them know if you had become disillusioned with your role and are looking for a much improved role.

There shouldn’t be any negativity within a CV and accompanying cover letter, so try and look for the positive within your unemployment, such as it gave you chance to develop further by undertaking or courses or provided you with the opportunity to thoroughly research the job market and to find the kind of role that would best match your skill set.
At the end of the letter ask for the reader to give you a call to go through anything they need to know.  You should always remain polite as this will have more of an impact with the reader. 
Yours faithfully,

Put your full name here

enc.:     CV
Need a professional CV that makes you stand out from the crowd or your CV reviewing? 

Then contact CV Knowhow at www.cvknowhow.com 
