Name

Job Title

Full Postal Address

Telephone Number | email address | LinkedIn address
COMPANY NAME & ADDRESS (if you are applying for a job via email, then you wouldn’t need this information, just the job vacancy, any reference number and copy and paste the main body of the cover letter into an email)

TAILORED RESPONSE LETTER - this is what you would send out in line with a specific job advertisement you have seen.  You must endeavour to fulfil all of the required criteria in terms of skills, knowledge and experience.
GENERIC COVER LETTER – this is one which you would send out to a company that you want to work for but that isn’t necessarily advertising positions that you would be interested in.
Dear Sir/Madam,
 (If you are asked to send your cover letter to a specific person, you must name them here and then finish your letter ‘yours sincerely’ or keep it at ‘yours faithfully’ if you don’t know the name of the person you have to contact) 
JOB VACANCY (and reference number) – The majority of job advertisements will have this information on it at the top – you must accurately copy this to your cover letter or email so the recipient knows immediately which position your letter is in response to. 
Or 

VACANCIES (if sending out on spec)
It’s important to highlight your experience, skills and knowledge from the off; the most effective cover letters are those which both provide an overview of your CV and address the person specification listed in a job advert.
Also include any education and professional development that you feel has helped you develop into an excellent candidate, as well as transferable skills you feel you possess, such as organisation, planning, time management etc.   If you are looking to take the next step up the career ladder, then you need to make these ambitions clear and outline the reasons why.
Always finish off your cover letter asking them to contact you to discuss further; you will be surprised how many people take you up on this.

Yours faithfully

Insert your name here

Enc. CV

Need a cover letter writing as a perfect accompaniment to your CV? 

Then contact CV Knowhow at www.cvknowhow.com  
