	Name
	Job Title


	Address:
	Insert your full postal address

	Telephone:
	Include your mobile number here

	Email:
	include your email address; it should be a professional 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)
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.)

You need to let the reader know in the first sentence what you are all about i.e. “I am writing to outline the wealth of skills, knowledge and expertise I have gained within Customer Service and the commitment I have to delivering an exceptional customer service whilst adhering to set deadlines, targets and business objectives.”
“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.  You should use a couple of paragraphs to advise on your most recent experience and academic achievements.
The next paragraph is a great place to put your transferable skills, i.e. “Throughout my experience, I have developed a wealth of transferable skills, including exceptional organisation, time management, planning, multi tasking and interpersonal skills.  I utilise my communicative abilities to build, develop and maintain beneficial relationships at all levels and my leadership capabilities to motivate individuals to achieve their own potential and to make a significant contribution to the full delivery of common goals.”
Although you have had a career break, you don’t need to mention this at the top of the letter, towards the bottom will be fine
“Following a return to the job market after a career break to raise my family (for example), I am now looking to secure a challenging and rewarding role and I believe that these skills, together with my knowledge and expertise, would make me an asset within your organisation; please do not hesitate to call me on (include your telephone number) so we can discuss in greater depth.

Yours faithfully,

Put your full name here
enc.:     CV
Need a cover letter writing as a perfect accompaniment to your CV? 

Then contact CV Knowhow at www.cvknowhow.com 
