(Name)
Full Postal Address to be included here

	Mobile: 
	Include your mobile telephone number here

	Email:
	Include your email address  - make sure it sounds professional 


COMPANY NAME AND ADDRESS

(Insert the name and address of the company you are applying to)

GENERIC (or speculative letter is one which you would send out to a company that you want to work for but that isn’t necessarily advertising)

TAILORED (this is one which you would send out in response to a specific job advert.  As a Graduate, you are more than likely looking for placements that will provide you with the valuable working experience you need to complement your studies)
Dear Sirs / Madam
GRADUATE SCHEME / VACANCIES (you need to insert the name of the scheme you are applying for or, alternatively, the vacancy)
You need to let the reader know in the first sentence what you are all about i.e. “I am writing to outline my excellent academic background and the skills, knowledge and experience I have gained as a result.  I believe that these will make me the ideal candidate for....”

“As you will note from my enclosed CV……” As you are a Graduate, the main focus should be your education, so let them know what your degree is, what modules you have covered and any research projects you have undertaken and dissertation etc.
The next paragraph is a great place to put what other experience you have gained, whether this is related to your degree or not.  So, for example, any part time work you have had, Saturday jobs and even any voluntary experience.  You can then expand on what transferable skills you have gained as a result of this experience.
Try and keep it to one page.
Finish it off with something like: “I am now looking to secure a challenging and rewarding role and I believe that these skills, together with my knowledge and expertise, would make me an asset within your organisation; please do not hesitate to call me on (include your telephone number) so we can discuss in greater depth.

Yours faithfully,

Put your full name here

enc.:     CV

Need a professional CV that makes you stand out from the crowd or your CV reviewing? 

Then contact CV Knowhow at www.cvknowhow.com 
