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Cover Letter 

What is a cover letter?

Cover letter format and 

layout?

How to start a cover letter ?

How long should a cover 

letter be?

What to include in a cover 

letter?

How to end a cover letter ?



What is a cover letter?

• Introduce yourself

• Build rapport

• Encourage them to look at your CV



Cover letter format 

• Your Contact Information

• Name

• Address

• Phone number

• Email Address

• Date

• For example:

• January 5, 2013

• 5th January, 2013

• January 5th, 2013



Cover Letter 

Format (2)

• Employer Contact Information

• Name

• Tittle

• Company

• Address

• City, State Zip Code

• Salutation

• For example:

• Dear Sir

• Dear Madam

• Dear Mr. White

• Dear Professor Parker



• Body of  Cover Letter

• Opening Paragraph

• The first paragraph of  your cover letter should cover the following bases:

• Grab the hiring manager’s attention.

• List what position you’re applying for.

• Describe where you found the job posting.

• Offer a sneak peak into why you’re the ideal candidate for the role

• Middle Paragraph 

• Short explanation about yourself

• Tell why you’re the ideal candidate for the role. 

• Closing Paragraph

• Thank the hiring manager for their time & consideration of  your application.

• Restate your contact information, including your phone number and email address.

• Finish with a compelling call-to-action, that prompts the hiring manager to invite you in for an interview.



• Complimentary Close

• For Example: 

• Sincerely Yours

• Yours faithfully

• Yours Respectfully

• Most Sincerely

• Signature
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Office Administration - Jobindo.com

General Requirement :

* Max 28 Years Old, Diploma Administration

* Preferable 1 year experience in same position

* Willing to work immediately and multitasking

* Creative, good attitude, high motivation

* Hard worker, responsibility, honest, can work in 

a team

If you meet the qualifications above, please send 

with 

detailed resume and recent photograph:

PT. TRINAYA TIRTA

Grand Wijaya Center Blok E16-17

Jakarta Selatan 12160

Attn : HR Department

Assignment for this 

meeting:
Make an application letter based on this 

job vacancy.

Send to my email : 

novitakusumaning@stekom.ac.id

Due date : max today at 8.30pm

Thank you for you participation. 

mailto:novitakusumaning@stekom.ac.id

