1020 Buckwalter Parkway

Bluffton, SC 29910

(843) 555-1234

wilson@uscb.edu
March 10, 2009
Ms. Kate Anderson
Human Resources Director

Beaufort County Council

100 Ribaut Road
Beaufort, SC 29901
Dear Ms. Anderson, 

The first paragraph states why you are writing the letter, how you found out about the job opening and basic information about yourself (your degree program and graduation date). Be sure to include any personal contact you may have had with someone from the company (ex. Talking to a recruiter at a career fair, speaking to someone who works for the company, etc.)

The second paragraph tells why you are interested in the employer and type of work that they do. It also summarizes your qualifications, both through your academic coursework and prior experience. If you have a lot of prior related work experience, you may want to split this paragraph into two: one about your coursework and one about your previous work.

The final paragraph indicates what you want from this interaction (a follow-up phone call, interview, etc.) and what you will do to get it (ex. telephone employer in two weeks to set up a meeting time). 

Sincerely,

(Your handwritten signature, and 3 line spaces)

Your typed name

Enclosure(s) (refers to enclosing a resume, portfolio, etc. in the same envelope/package)

