Your Name
Telephone  |  Email address  |  Street Address, City, ST ZIP Code
Date
Hiring Manager (should be a specific name)
Title
Company
Address
City, ST ZIP Code
Dear Hiring Manager (should be a specific name):
The first paragraph mentions the position for which you are applying.  It also explains your interest in the organization.  You want to be specific here.  Use your research on the organization and mention any conversations you have had with people from the organization. End this paragraph with a sentence for the reader to go further into your cover letter.
The second paragraph is your strongest attribute to the position.  You should summarize themes from your experience and point to a specific example in you resume.  Look at the top four job responsibilities in the job description to determine your strength to the position.
[bookmark: _GoBack]The third paragraph would focus on your second strongest attribute to the position.  Like the second paragraph, you should pull out a specific example to focus their attention; however, it should be a theme within your experiences.
You may use a fourth paragraph to translate an experience that may not be directly related to the skills of the position but may give you credibility.  For example, you may have taught in an early education classroom and are applying to a research position in early education.  You have credibility from experiencing the classroom first hand.
In the final paragraph, you want to thank them for their time and give a call to action.  You can mention that you will follow up with them at a time in the near future.  Leave them with your contact information and best times to reach you.
Sincerely,
Your Name
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