
Your name & address

Your phone number 

Your email address

Name 

Address 

Line 2

Line 3.

Date
 

Dear (Mr /Ms and surname),

First paragraph: 

and include your most recent overall result (previous year) if relevant.

2nd paragraph:  
 
 

3rd paragraph: 
 
 

volunteering/hobby.

4th paragraph: 
 

Last paragraph: 

Yours sincerely, (use Yours faithfully if you don’t have a name, therefore begin Dear Sir/Madam)

Sign your name (scan or photograph your signature and include here)
Your name printed here below your signature

SAMPLE COVER LETTER
Use Calibri 11 point size. 

Disclaimer: Information is provided in good faith by the Careers Team, MTU Cork. MTU, the Careers Team, and any contributing 
third party shall have no legal liability or responsibility for any individual’s decision made on the basis of this information.


