[Your name]
[Street Address]
[Suburb  State  Postcode]

H: [Phone Number 

M: [Mobile Phone Number]
Email: [Email address]
[Date]
[Recipient Name]

[Title]

[Company Name]

[Street Address]

[Suburb  State  Post Code]

Dear [Recipient Name]

Re: [Job Title As Advertised]

[Introductory sentence – your sales pitch.  Choose your style – eg friendly, formal or bold but grab their attention. Be dynamic and specific].

[First paragraph – describe what you have to offer the employer and what you could bring to their organisation.  Identify how your qualifications and experience match the job you are applying for so that you are consistent with how the job has been advertised. Interpret your resume but don’t repeat it].  

[Include brief bullet points with a brief heading outlining: 

•
your key academic and/or

•
career achievements]

[Final paragraph – thank the reader for considering you and include information on how you will follow up].

[Salution: Yours sincerely, Yours faithfully, etc.]

[Your Name]

