SAMPLE COVER LETTER 





         First Name LAST NAME

Address

Address

Phone:

Email:

Place, Date 

Name

Title

Organization

Address
Application: Internship with __________________

Dear __________________ [if unknown, put: Dear Madam, dear Sir: ]

After examining your internship vacancy and carefully reviewing the requirements, I feel that my educational background, personal qualities, and achievements make me a highly suitable candidate for this position.

I am currently enrolled in the _____________ Program at the Geneva School of Diplomacy & International Relations, which I expect to complete in _______. Completing this challenging program which includes coursework in _____________ has provided me with good insight into (describe in your own words, tailoring it to the organization’s needs) and I feel that this enables me to contribute to your mission in a meaningful way.
Previous academic and professional accomplishments include _________________ and have taught me to ____________________ (work under strict deadlines, integrate easily into any environment, pro-actively foresee and fulfill needs, quickly learn new skills, etc.)  
Being of _________ nationality, my native language is ____________________. I am also fluent in ___________________ and have a good command of _______________________. My professors, peers, and co-workers characterize me as ____________________ (methodical, helpful, a great team player, reliable, compassionate, having a positive attitude, etc.)

I am specifically interested in this internship opportunity as it will allow me to (describe why it of interest to you, how your values align with their objectives, and what you hope to learn from the experience.)

Please find attached my résumé. It would be a great pleasure to meet with you to learn how I can become a valuable part of your team. I am looking forward to hearing from you at your earliest convenience.
Respectfully,

First Name LAST NAME

