Example Cover/Motivation Letter 

Sara Smith
E: sarah@example.com
M: +61 414 000 000

Unit 1 / 100 Example Street, Sydney NSW 2000

Dear Sophia,

RE: Three (3) month unpaid internship in example, Commencing June 2011

Paragraph 1

Introduction: I am a twenty year old woman from New York, USA and I am currently studying for a Bachelor of Commerce, majoring in Accounting at the University of New York.
Paragraph 2

Education, skills, and purpose: As part of my degree, I would like to undertake an internship overseas to broaden my experience, and it is in this regard I am contacting you. I trust that I, my technical skills, enthusiasm and good communication skills, will be a valuable contribution to your team.
Paragraph 3

Past relevant work experience, and previous internships completed: I have previously completed an internship in accounting here in New York and I have also worked three years part time in administration for Example Company. Both these experiences have been valuable to me as I have learnt to work well in teams and now how a taste of what the accounting field has to offer. Thus, I have a continued passion for what I do and I cannot wait to experience what the Australian workforce has to offer.
Paragraph 4
What you hope to learn and achieve, and how you can benefit the company: An internship in Australia will certainly broaden my cultural understanding by immersing me in a foreign workforce. Australia is an exciting destination with amazing scenery, and I also look forward to learning about Aboriginal culture as well as Australian Workplace Ethics. I believe my greatest contribution to your team is my passion for accounting and willingness to learn. I hope my technological skills will be a valuable resource and I hope to offer innovative ideas while I learn from you.
Thank you for considering my application, I look forward to hearing from you soon.
Kind Regards,

Sara Smith
· Your Cover Letter must be relevant, targeted and written in a formal style.
· You must use 1, 5 spacing, Times New Roman font size 11.

· If you do not know who to address it to, address it to Sophia. In the future you should always know who you are sending your Cover Letter to, so make sure you do the background research.

· The purpose is for you to explain clearly to your desired employer who you are, what you want, and why they should collaborate with you – in 15 seconds.

· Never have a cover letter more than 1,5 pages, preferably only 1.

· You should finish by thanking for their time and consideration and use Kind Regards – and not any other versions of a letter farewell.

· You should omit the instructions in italic font in this letter.

· You should write your own letter and only use this letter as a guide.

· Do not include any information about your dog’s name, your boyfriend or your personal life in general – it is not interesting for them – they will ask for this information in the interview. The purpose of the resume and cover letter is to get you the interview. The interview is there to get you the job. You will learn more about this at our workshop which is included in your internship.
