INTERNSHIP COVER LETTER SAMPLE

Month, Day, Year

Your Street Address

City, State, Zip

Mr. Percy Nell

Human Resources Manager
Most Desirable Organization

1500 Shangri La

Anytown, IN  88888

Dear Mr. Nell:

I am interested in a summer internship with Most Desirable Organization.  Currently I am a sophomore at Valparaiso University majoring in (your major), and I would very much appreciate an opportunity to further my skills in (your area of interest).  Most Desirable Organization has an excellent reputation for its work in (area of specialization), and I am confident that my academic background and personal experience could be beneficial to your work environment.

As a member of the Student Council at Indiana High School, I gained valuable experience working with people from diverse backgrounds.  I also learned to think on my feet.  These skills will help me work with others in Most Desirable Organization, as well as provide excellent service for your customers.  In addition, from being involved with many extracurricular groups during both high school and college, and maintaining solid grades at the same time, I know that I can handle multiple responsibilities and successfully meet deadlines.

My background and experience, combined with my eagerness to learn more about (area of interest), will allow me to contribute to Most Desirable Organization.  I would greatly appreciate an opportunity to meet you in person to discuss internship opportunities.  Please feel free to call me at (your phone number) or email me at (your email address).  

Thank you very much for your time and consideration.  I look forward to hearing from you soon.

Sincerely,

(sign your name here in blue ink)

(type your name here)

