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Re: Name of Role

Dear Name of Person,

When I read about the name of role listed on (www.seek.com.au) on date listed I noticed how well my skills and experience match the requirements of this role.

While my enclosed resume provides the key information about my skills, background and experience, I have highlighted below how well I meet your requirements to insert statement about the key thing they want for this role.

	Skills & Experience you require:
	My skills and experience

	Insert skills listed in job’s ad in this column.
	Insert relevant information and language from professional summary, key achievements, key attributes and computer skills.  Keep it punchy and to the point.  You want to demonstrate that you meet their requirements.

	Cover letter should not be more than 1 page so you may need to combine some of the Key Selection Criteria (or just include the main ones).
	

	
	

	
	

	
	

	
	





Please accept this letter, and my attached Resume as my application for the name of role.  I look forward to the opportunity to discuss this further with you.

Sincerely,

Your Name


