How to Write a Cover Letter
A cover letter is your chance to make a good first impression on your prospective employer, school or the reader in general. You must make the most of this opportunity to accomplish your aims. Before you begin writing your cover letter, you must ascertain the purpose of the letter and who is likely to read it. Good knowledge of the background of the organization, school or department to which you are applying to will help you write a better cover letter. You may now begin writing your cover letter. 

In your first paragraph, mention the position to which you are applying for and how you found out about it. In the second paragraph, introduce yourself and show how your skills and traits will benefit the organization in question. This is why you ought to know what the organization’s strengths and weaknesses. Let the audience know why you think you are the best candidate or the job. 

Mention any documents that you may have included in your application package. Conclude your cover letter by thanking the audience. Sign the letter and give your full names at the bottom left hand side of the letter. Remember to keep your letter short and simple. 
