[bookmark: _GoBack]YOUR NAME
Madrid, Spain
(+34) 123456789 | name.lname@student.ie.edu


Name of the Company 									Date
Address of the company                                                               				
Subject: Department and position
Dear Recruiter/ (or “name” if know it):                                                                                
First paragraph:
ME: Who I am + Where I have seen the vacancy.

Second paragraph:
THE COMPANY: Why I am interested in the sector, the company and the position. Talk about the company (recent news or something that attracts their attention).

Third paragraph:
WHY ME: This is the most important section! Why I fit in that position (skills-justify with your previous experiences: internships, extracurricular activities, hobbies, university projects, etc.). Read the job description and justify why you meet the profile the company is looking for. 
You can decide whether to write a paragraph or to write an introduction sentence and then use bullet points to describe the relevant skills. Example:
I am confident that I am a strong candidate for this position because of the following reasons:
· Skill 1: and justify with your previous experiences
· Skill 2: and justify with your previous experiences
· Skill 3: and justify with your previous experiences

Fourth paragraph:
THANKS: “I would welcome a call or an interview to discuss my application” / “Looking forward to hearing from you soon” …

Yours faithfully,
Name and Surname

Maximum 300-350 words 
