Example of Covering Letter Layout

____________________________________________________

<Insert your First Name and Surname>
<Insert your postal address and contact details>
Phone: 

Mobile: 
Email: 

<Insert date>
Manager Human Resources, 
Cairns Regional Council
119-145 Spence Street
CAIRNS QLD 4870

To Whom It May Concern:
I wish to apply for the position of <Insert Position Title>, <Insert Vacancy Reference Number> that was advertised on/in <insert where the position was advertised> on <insert date advertised>.
Qualifications

<Enter the details of your education, training, qualifications, tickets and licences and how they are relevant to the position>

Knowledge, Skills and Expertise
<Enter the definitions of work experience / tasks you have performed which relate to the position and the details of the tasks / duties you undertook that demonstrate your skills>
People Oriented Skills and Attributes

<Enter the details of the personal characteristics you possess that would make you successful in this role>
Please find my resume attached and look forward to hearing from you soon. I am available for interview at your convenience.

Yours sincerely

<Sign your name>
<Insert your First Name and Surname>

