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Bristol
BS6 6SJ
(0117) 1234-567
contact.person@gmail.com

Dear [Mr/Ms/Mx] [Contact Person’s Name],
 
The first paragraph should contain a self-introduction. You should write who you are, where your expertise lies, where you found the job advert, and why you want to apply for the job.

The second paragraph should respond directly to the job advert. Describe how your previous job experiences, skills, and abilities allow you to meet the company’s needs. To make that easier, you can (and should) include words and phrases from the job advert in your cover letter.
 
· You can include a bulleted list of your accomplishments
· Make sure you quantify (add numbers to) these bullet points
· A cover letter with numbers is 100% better than one without
 
To go the extra mile, research the company and find out what they’re doing — and why — given the current state of their industry. Explain how you can fit into that schema and help push the company forward and achieve any goals you suspect they may have.

The final paragraph is called the “call to action” portion of your cover letter. Inform them that you’d love to have an interview. Give them your contact information. Thank them for taking the time to read your cover letter.

Yours sincerely,
[bookmark: OLE_LINK3][bookmark: OLE_LINK4][Your Name]



Dear Job Hunter,

If you’re struggling to write your cover letter, don’t worry. You’re in good company – everyone struggles with it. For a high-quality cover letter that help you find a job, we recommend consulting the certified experts at Resume Writer Direct. (Yes, they can also help you with your CV!)

Or, here’s some other content that might help you finish your cover letter.
· Cover Letter Builder
· How to Write a Cover Letter
· Cover Letter Examples by Industry

Oh, and by the way, you’re also going to need a CV.

· Free CV Builder
· How to Write a CV
· CV Examples by Industry
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