Steps to creating a Cover Letter
1.  Get the employer’s name (manager or person hiring); name of the business and the complete business address.  
[image: ]2.  Open up the SAME letterhead you used for your resume.
3.  Double space from the bottom of your letterhead and type the full date.
4.  Double space and type the inside address (the full address of who or what business you are sending your resume and cover letter to.
5.  Begin the letter with a hook to get the person interested in reading further.
[image: ]6.  Briefly talk about what you would do for the company USING THE KEYWORDS FROM THE JOB ANNOUNCEMENT if hired (SELL IT!).  You are basically just very briefly summarizing or reiterating some of the information in your resume.
7.  Ask for the sale meaning ask if you can meet to discuss how you can be of service to the company or say you will follow up in so many days to see if they have decided who they will be interviewing.  (Then be sure to actually follow up so put it in your calendar).
8.  In a new paragraph or at the end, depending on how it looks and flows, thank the person for their time.
9.  Close with Sincerely, or Sincerely yours.  Enter 4 returns – type you name so you have a place to sign it.  
[bookmark: _GoBack]10.  Mail it with your resume in a number 10 envelope folding the pages together in thirds.
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December 8, 2015

Manager

Steve's Café

630 North Montana
Helena MT 59601

RE: Host/Bus/Cashier position

Breakfast is the most important meal of the day. As
team, | would make sure that your customers would
would feel that the best place to eat breakfast is at
demonstrates how committed | am to customer sen
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I welcome an opportunity fo demonstrate to you how | can enhance your
customer service team as a host/bus/cashier staff member. | am available to
interview at your earliest convenience. | can begin work immediately.

Thank you for your time and consideration. | look forward to working with you.




