Cover letter template and format (block style)
Date
Address

City or town, state, zip

Salutation (Dear Ms. X)

First paragraph will explain the purpose of the letter:  this letter is in response to your advertisement in the Baltimore Sun for an administrative assistant.  I have attached a resume for your consideration and review.

Second paragraph will introduce yourself and your skills:  With over twenty years experience in the offices at Chesapeake College, I believe you’ll find that my attention to detail, extraordinary computer skills, and customer service will be valuable to your organization.

Third paragraph will make a strong closing to give attention to your availability and your interest:  Please let me know if we can meet and discuss this opportunity, as I am energetic and excited about the possibility of working with your team.  I can be reached at (410) xxx-xxxx or via email at emailaddress@aol.com.

Your name

Your signature

Resume attached

