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

My name is [insert your Name], and I am a [insert either 1st or 2nd] year student at Western Technical College in [insert Name of Program]. I am reaching out about [insert either the internship title or any potential internships]. I would appreciate the opportunity to work for [insert Company Name] because [insert something specific that you like about the company]. 

[bookmark: _Int_nj3ruvCm]I am interested in [insert potential job responsibilities]. I would be a valuable member of your team because I excel at [insert 2-4 job responsibilities that are strengths for you]. I am currently looking for a [insert either semester or # of weeks] internship.

I have attached my resume for your review. Please let me know if you have any questions. Thank you for your time, and I hope to hear from you soon!

Thanks again, 

Your First Name and Last Name
your phone number



