SAMPLE COVER LETTER

Your Name 
Your Address 
Your Phone Number 
Your Email 

Contact Name
Title
Company Name 
Address 


Dear [Contact Person]: 

I am writing to express my interest in entering your internship program. I am a senior student at Dong-A University, Busan, and [say something about yourself]. 

[In this paragraph, give examples of your previous work experience or, if you don’t relevant work experience, give examples of your relevant abilities and qualifications (for example,  I will be graduating with a Bachelor of Arts in English in [year]).

[In this paragraph, emphasize 1) why you are the right person and 2) that you will be an asset (i.e., a very good employee) for the company.] For example: Experience has taught me how to build strong relationships with all departments at an organization. I have the ability to work within a team, and I am confident that I can contribute greatly to the harmony of your workplace. In addition, I can work with web engineers to resolve technical issues and implement technical enhancements, work with the development department to implement design and functional enhancements, and monitor site statistics and conduct search engine optimization. 
My resume is enclosed for your consideration, and I look forward to hearing from you.

Yours sincerely [if you have written the name of the contact person at the beginning of the letter]

OR

Yours faithfully [if you don’t know the name of the contact person]
Signature [if posting a letter] 

FirstName LastName 

