Sample Cover Letter Template

Your name

City, State ZIP

Phone

E-mail address
Date

Exact name of Personnel Director

Address of district office
City, State, ZIP

Dear <personnel director name>:

Paragraph 1: Introduce yourself and explain how you found the job opening.

Paragraph 2: Explain one or two points about your experience and share what makes you stand out. (Remember to mention your KDP membership here!)
Paragraph 3: Express your interest and availability to interview and explain that you have completed any necessary steps such as an online application or other paperwork.  
End the letter graciously and professionally, and mention that you are looking forward to hearing more.

Make sure your signature is legible.
