Cover Letter
It is a formal document that goes with your CV when applying for a job. Its objective is to introduce you to the employer, explain your interest in the position and remark your abilities and relevant experience.
Finding the balance between revealing yourself friendly and being unprofessional is quite difficult. Your cover letter should reflect your personality, so you should try avoiding being too formal without being too informal. 
Openings you can use: Dear Mr Smith, To the hiring manager, To the head of …
Starting points: I am writing in response to your advert on [your website] looking for a marketing assistant…; I saw your online advert looking for a [teaching assistant], and I would like to apply for the position…; As a follower of your [website / store], I was delighted to see that you are looking to hire a…
Those who would read the letter are happy to work in the company, so you should try to show why would you like to join them. Knowing some details about them can help you decide wheter you would like to work there or not. Be sincere and show your interest in both the company and the position: 
Having been a [user/ customer] of your products for many years, I am excited to apply for this position. / As [name of the company] is a leader in the [software] industry, I would love the opportunity to take on this role and help develop your new product lines. / Being part of a company like […] would be a great opportunity to put my customer service skills to good use in an international environment.
In your CV you must have included your qualifications and work experience, so you don’t have to add them again. However, what you should do is think in which qualifications and expertise you have for the actual role, so you can highlight them. You should be specific and mention and develop relevant examples.
Conclusion: I look forward to hearing from you. / If you require any further information, please feel free to contact me. / I would be pleased to attend an interview if you would like to discuss my application further.
Last salutation: Yours sincerely, / Best regards, Kind regards,
