Personalization Show Your Interest and Fit

Address the letter to the specific person if possible, - Demonstrate your enthusiasm for the company and explain
using their name and title. Avoid generic greetings why you are interested in working there. Research the
like "To Whom It May Concern.” company's mission, values, and recent achievements to show

your alignment with their goals.

Introduction ﬂ : Close Strongly 5 A\
start with a strong opening that states the position
you are applying for and how you found out about

it. Mention any mutual connections or referrals if

applicable.

Summarize why you are a good fit for the role and express
your eagerness for an interview. Thank the reader for their
time and consideration.

Highlight Your Skills and Experience ( Proofread and Format Correctly

n
e iddl h h | Ensure your cover letter is error-free with proper grammiair, ‘fﬁ
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f‘s ésd;expnlarfnceps, m,‘:j e |e*:.:2r‘r'|er1 ; Iu rr;{; o w‘ business format. Customize each cover letter for the specific job
o, st I application to demonstrate your genuine interest and fit for the

your gualifications align with the company’s needs. |5

position.
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Highlight Your Skills and Experience

~

Personalization

If you know the name of the person you are
addressing use:
» Dear Mr [ Ms (Smith) --> to begin
* Your sincerely --> to finish

Iif you don’'t know it
 Dear Sir [ Madam --» to begin
= Your faithfully --> to finish

Introduction

« | am writing to apply for the position of... advertised in [on

| am writing with reference to ...

| am writing in response to the job advertisement in fon

| would like to apply for the position of ..

| saw your advert on a website [in a newspaper (magazine...)

At present, | am working as a [ studying at...
| have a reasonable command of..

For the last (two years)l have been studying [ working ...

| am good at...

| am highly proficient in ...
As you will see in my attached CV...

My strengths are...

My current position as ... has provided me with...
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Show Your Interest and Fit

* | am interested in this job because... .

| am particularly interested in this job as ...

| think | would be a good candidate...

| think | would be a good fit for your company because [since

» My professional qualifications [ skills appear to be well suited to your
company’s requirements

« My background is in ... [ My area of experise is...

| am looking to improve

Close Strongly SRy

« | would be available for an interview

| would be grateful if you could

+ If you need more information, do not hesitate to contact me at...

« | attach a copy of my CV

* | look forward to hearing from you

» Thank you for your time and consideration

* Yours sincerely (if you know the name of the person you are
writing)

« Yours faithfully (If you don't know the name of the addresee)

/ colloquial expressions
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@ Liceria & Co.

WEARE €
LOOKING _%

For The Best Talents!

Are you ready for a new
challenge In a dynamic,
innovative and growth filled work
environment?

Open Positions:

Ssend Your Resume

ﬁFFL‘f Hﬂw @ v reallygrests

We know the name. If we didn’t,
we would have to write Dear Sir

f /Madam \

Dear Ms Gomez,

| am writing to apply for the position of Marketing Assistant recently
advertised on your company'’s website.

| am a recent graduate in Business Administration from the
University of A Coruna and | have completed a six-month internship
in the marketing department of a local company. During that time, |
developed strong communication and organisational skills, and |
became familiar with tools such as Google Analytics, Canva, and
Mailchimp.

| consider myself a reliable and enthusiastic team player, eager to
learn and contribute to a dynamic work environment. | am
particularly interested in working at your company because of its
innovative approach to digital marketing and its focus on
international clients.

Please find my CV attached. | would be grateful for the opportunity
to discuss my application in more detail and am available for an

interview at your convenience.

Thank you very much for your time and consideration. | look
forward to your reply.

Yours sincerely,

Maria Pérez We know the name. If we
R, +34 612 345 678 didn’t, we would have to write
Yours faithfully,

maria.perez@email.cor.
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-»\\\. NetWave

Technologies

WE ARE LOOKING

FOR = -

JUNIOR TELECOMMUNICATIONS
& IT SYSTEMS TECHNICIAN

Are you ready to start your professional career
in a technical and innovative environment?

Join our team and grow with us!

3 About the Company

NetWave Technologies is a growing company
specialized in telecommmunications networks, 1 It-
infrastructure and technical support services. We work
with national and international clients and offer
modern solutions in networking and digital communations.

T v osiion

Assist in the installation and maintenance v Higher Vocational Training

@ Main Position

Junior Telecommunications
and Computer Systems Technician

@ www.netwavetech.com

of telecormmunications systems

Support network configuration (routers,
switches, basic firewalls)

Monitor system performance- and report
technical incidents

Provide basic IT and network support to users

Collaborate with senior technicians and
engineers

Write simple technical reports and incident
logs

Communicate with team members and
suppliers, sometimes in English

APPLY NOW!

588 B W

Q, +34 910123 456

gualification in

Telecommunications and
Computer Systems

Basic knowledge of computer
networks (LAN, WAN, TCP/IP)

Interest in telecommunications,
networking and IT systems

Ability to work in a team and
follow technical precedures

Intermediate level of English (61-B2)

Motivation to learn and develop
professional skills

Send your CV and a cover letter in English to:

[ Ef jobs@netwavetech.com

O Madrid



