
Cover letter Template

Don’t include the red

Your Address

The date

The company’s address

Dear Name ( if possible) if not Sir/Madam

I am currently a ( what year) student at Trinity High School and studying for my
(what?) exams.

I am very interested in seeking (work experience / work shadowing/ a part-time job or a
job ) with your company.

I have  had experience in ???

I am interested in ????

I am able to work????

If it is possible that you can help or assist me in this matter I would be very grateful.

Yours faithfully,

Sam Smith


