






Sample Cover Letter!

Campus PO Box 14456

Appalachian State University

Boone, North Carolina 28608

February 14, 20XX
Ms. Karla Foxx
Human Resources Manager

Juvenile Evaluation Center

741 Old Highway 70

Swannanoa, North Carolina 28778

Dear Ms. Foxx:

Thanks for the time you took to speak with me on Tuesday.  Initially, Ms. Mona Brandon, who you know from our Government & Justice Studies Department at Appalachian State, recommended I contact you for your updated internship information.  After speaking with you, I am even more interested in pursuing a summer 20XX internship with the Juvenile Evaluation Center.
My resume, reference list, and application are enclosed for your consideration.

My experiences and future career goals match well with your internship opportunity and the mission of the Juvenile Evaluation Center.  My experience includes three summer camp jobs in which I was closely involved in the programming, discipline, and daily management of large groups of youth ages 7 through 14.  Additionally, I have two semesters of volunteer experience with the Western Youth Network working with at-risk youth ages 10-17.  With a team of three other volunteers, we offer activities and after school programs designed to encourage positive group interaction and healthy emotion management.  I have become well versed in facilitating group interactive exercises and discussions.

My long range career goals are to work with at-risk youth populations.  Specifically, I am eager to offer my skills to those individuals who are court referred.   

Again, thanks for your time in speaking with me and in assessing my qualifications.  I can be reached on my cellular phone at 828-555-1212 or my land line at 828-555-4567 if you have any questions. I will be in touch with your office within the week to confirm your receipt of my application materials.

Sincerely,

Kelly Student

Enclosures

