Contact Information
Your name
Address
Zip Code
Phone Number
Email id
Date
Employer Details
Name of person
Post held
Name of Company
Address
Zip Code
Salutation,
Dear Ms. Or Mr. and the last name
Body of the Letter
First Part
Writing a cover letter is fairly simple provided you put in a little effort to understand what is absolutely necessary and what the pitfalls are.
After the initial addresses, comes the body of the letter, which can be divided into three parts, namely, the reason and interest, experience and achievements and finally the follow up. It is important to express interest in the job and also state the reason for writing this cover letter.
Second Part

After you have done that you have to match your experience and qualifications with those required and present it in such a way that the employer feels that you are the best candidate for the job. You have to include various jargon like “excellent communication skills”, “demonstrated leadership qualities”, “team leader and player” etc. in the body of your cover letter, of course ensuring relevance to the job at hand.

Third Part
Finally you have to end the cover letter by thanking the person for considering the application and you can either leave your contact number, expressing hope for an interview or in the alternative state that you will call after a certain period.
Closure
Yours faithfully, truly, sincerely etc.
Your signature
Your Name

Enclosures, if any

