Paige Louise LaPointe
820 11th Avenue West

Ashland, WI 54806

763-219-3916 or 715-682-4713

paigelapointe@gmail.com

Today's date

Your addressee's name

Professional title

Organization name

Mailing address

City, state ZIP

Dear Mr. (or Ms.) Last Name,

Body of Cover Letter (overview): The body lets the employer know the position being applied for, why the employer should select the candidate for an interview, and how the candidate will follow-up. 

Start your letter with a grabber—a statement that establishes a connection with the employer or a probing question. Include why you are writing, the position you are applying for and where you found the job listing.  Include any networks or mutual contacts, if you have one.

The middle section should describe what you have to offer - specifically how your qualifications match the job you are applying for. Focus on relevant points about qualifications. Don't summarize your résumé: you are interpreting your résumé.

Finish off by thanking the employer for considering you for the position.  Initiate action by explaining what you will do next (e.g., call the employer) or instigate the reader to contact you to set up an interview. 

Sincerely,

Paige Louise LaPointe

