


You should include the following information  
in a covering letter...

> Your Contact Details
> Who you are addressing the letter to
> Where you found the job
> Why you are suitable for the job
> What you could bring to the company
> Closing Statement



 

SECTION 2

Your covering letter
In this section we will provide you with a covering letter 
template to complete. 
You will need to select a job to apply for so you can tailor the content in 
your covering letter. 



STEP 2 - COMPANY CONTACT DETAILS
Make sure that you include the company name, who you are 
writing to and the company address
Please write in the boxes below the correct information for you.

Full name

Company name

Company address

STEP 3 - OTHER DETAILS
Make sure that you include some other important details, like the 
date, role you are applying for and why you would be good in the job. 
Please write in the boxes below the correct information for you.

Date

Role you are applying for

Why would you be good at the job?



STEP 4 – YOUR SKILLS

Name of Skill Describe how you use the skill





Student Feedback

How would you describe your learning in this lesson?

I don’t understand the learning in this lesson

It’s not easy but I am beginning to understand

I really understand the lesson

Formal Teacher / Teaching Assistant Notes:

Staff Name	 Date	

Support Required (Tick Box as appropriate)

  Independent          Physical          Verbal          One to One          Scribe

Explanation of Support




