
Write a Cover Letter 

 

A cover letter is where you get to tell a business why you will be a good employee. 

Even if the job doesn’t ask for a cover letter, you should still write one! You 

should tell the person you are writing to four things: 

1. How you learned about their business 

2. Why you are interested in their business, and why you like it 

3. Who you are (your career interests, what school you go to, etc.) 

4. What qualities, skills, or experiences you have that would make you a good employee 

 

SAMPLE COVER LETTER: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

*Email a copy of your cover letter to your Career Counselor: 

 Ms. Sudusky: SHARON.SUDUSKY@nhboe.net 

 Ms. Melanie: MELANIE.BAUER@nhboe.net 

October 13, 2016 

 

Dear Mr. Smith, 

I would like to apply for a job at The Pet Clinic. I learned about your clinic through a friend who works there, and I am 

very interested in the work you do caring for animals. I would like to be a veterinarian, so working in your clinic 

would give me great experience for my future career. 

I am currently a student in the International Academy at Wilbur Cross High School, and I love animals. I have two 

dogs and a horse at home that I help take care of, and I believe my experience working with my pets will help me in 

your clinic. 

I am also a very responsible and dedicated worker. I volunteered in 2014 at a fundraiser for my school’s volleyball 

team. I helped wash cars to raise money. 

I would be very excited to work in your clinic, and I would like the chance to meet with you to discuss any job 

opportunities you might have. Please feel free to call me at 203-515-3567 or email at janet.johnson@gmail.com. 

Thank you for your consideration. 

Sincerely, 

Janet Johnson 

 


