Sample cover letter
Billy Cashew,
Address Line 1,
Address Line 2,
City/county.
Postcode
BillyC@example.com
Tel: xxxxxxxxxxx
Dear James,
I am writing to you concerning my application for the position as an intern at L’Occitane.
Firstly, I would like to work for your company as I am looking to build my understanding of careers in the retail sector. Secondly, I feel strongly that the L’Occitane ethos of providing luxury products in a sustainable way is one which will only continue to grow in the future, so this provides the opportunity for a valuable insight. 
I have chosen to apply for this internship as I have a keen interest in sales and marketing. I have always aspired to work in the retail sector and am planning to study Marketing and Sales at university. Currently, I am studying Business and Economics at sixth form, so would like to have the real life experience to back up the theory I have learnt. Therefore, if successful in my application, I would particularly like to work with the Marketing team at L’Occitane. 
I also strongly feel that my previous experience in retail will help my confidence when dealing with both customers and L’Occitane employees. During my time working for Tesco, I have obtained the vital skills needed for the retail industry. These skills include things such as time management, a positive approach and the ability to communicate with many different types of people. I am a confident person who is always willing to learn new things and excel in whatever I do. I believe I am a very easy going person and will try my best to put a smile on faces of people around me, which may be colleagues or the general public. 
I really believe that my presence in your company will have a positive influence: on customers, colleagues and myself. 
Thank you for the consideration of my application and I look forward to hearing back from you.
Yours sincerely,
Billy Cashew, 
Information to candidates
Covering letters 
· The covering letter is the way in which you can demonstrate your understanding of the employing organisation and how you relate to its values, ethos and aspirations.
· While your CV sets out the skills you have for the post, your covering letter more explicitly presents your motivation and adaptability.
· Use your teachers and other people to help you if you need to. It is important that it is well written!
Style
· Ensure it fits on one side of A4
· Use Arial font, size 12 if done on a computer
· If producing a handwritten cover letter write in black ink.

· Split it into four or five paragraphs.
· Always address the letter to a named person, never as Dear ‘Sir’ or ‘Madam’. Use their appropriate title, generally ‘Mr’, ‘Mrs’, ‘Miss’ or ’Ms’ and their surname.
· Include your contact details and the employer’s. 
· Check there are no mistakes with your grammar and spelling. 
· Use a professional tone.
· Keep a formal tone and style
· Sign and date at the bottom
Content
Use the following format as a rough guide for your letter:

· 1st Paragraph: A positive, formal introduction outlining what you are applying for
· 2nd Paragraph: Outline why you are interested in working for the company and the role particularly. Demonstrate your knowledge of the company
· 3rd (& 4th) Paragraph(s): Talk about what you would bring to the role. Highlight your skills and characteristics are especially important for the role. What distinguishes you from other candidates?
· Last paragraph: Short, positive summary.
