
YOUR NAME
City, ST | your.email@students.westerntc.edu | (your) phone-number


Month Day, 20XX 


Employer’s First Name and Last Name
Employer’s Title or Department
Company’s Name
Company’s Street Address
Company’s City, State Zip Code

Dear [insert Employer’s First Name and Last Name],

I am writing to apply for your [insert job title] position. I am interested in working for [insert Company Name] because [insert something specific that you like about the company]. I would be a valuable member of your team because I am experienced with [add 2-3 job responsibilities from the job description that are strengths for you].

I will complete my [insert your program name] program at Western Technical College in [insert month and year]. In this program, I have learned [add 2-3 skills you learned in your program]. In my [insert job title, internship position, clinical experience, or volunteer role], I have [add descriptions of 2-3 skills you’ve used that they are looking for in the job description such as troubleshooting, dependability, organization, etc.]. 

Thank you for your time and consideration. I look forward to hearing from you.

Sincerely,

Your First Name and Last Name


