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Cover Letter Template
Your AddressBefore You Start
Chose 3 values that you want the reader of this cover letter to learn about you. You will use these values to write your cover letter. 
Some examples are: 
· Hard working
· Honest 
· Respectful
· Generous

City, Province Postal Code
Email address (only list this if you regularly check your email)
Phone Number
(2 return spaces)

Month, Day, Year
(2 return spaces)

Manager or Contact Name
His or Her Position/Job Title
Company Name
Company Address
City, Province Postal Code
(2 return spaces)

Dear (Contact Name):
(1 return space)

Paragraph 1:
· Tell the person why you are writing. (I want a full time / part time job. Explain the position (cashier, stocker, etc)
· Explain how you heard about the job, whether you heard from a friend, an advertisement, or otherwise.
· Say something nice about the company. (I like the selection of clothes your store has. Or, I have always been impressed with how helpful the employees are.) 
(1 return space)

Paragraph 2:
· Use the P.E.E. paragraph format. (Point, Evidence, Explanation). 
· This is where you are going to explain your values (Point), give examples (Evidence), and explain how your experience will make you a good employee (Explanation). 
· You should go through this P.E.E. process 3 times with each of the values you chose before.
· Quick example:
· [bookmark: _GoBack]I am a hard worker (Point). I play soccer on a community team. We practice twice a week, often in the rain and late in the evenings, and we have a game on the weekends. While playing soccer, I have seen the value of strong, healthy communication within a team (Evidence). I feel I would be a good employee at your restaurant because I am used to physically demanding work and will be able to be on my feet for a 6 hour shift. I also enjoy working on a team and helping others reach a common goal (Explanation). 
(1 return space)

Paragraph 4:
· Conclude your letter by restating your interest in the position.
· Mention your enclosed résumé and confirm your contact details, in particular your phone number. 
· Thank the person for taking the time to read your résumé and cover letter. 
· Say you would enjoy the opportunity to meet them and discuss your resume in person. 
(2 return spaces)

Yours truly,
(4 return spaces & sign your name in this space)

Type Your Name
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