Sample #1 

(Internship Cover Letter) 
Jane Swift 

18 Central Park Street





Petersburg, VA 23831







Date (Month, Date, Year) 







 
Ms. Emily Perkins

Human Resources Director

Harvest New Media 
1 Industry Plaza

Anytown, VA 23832

Dear Ms. Perkins:

Upon learning about the Social Media intern posting on the Handshake online recruitment system, I was eager to contact you with my interest. I was excited to see how well my experience aligns with your company’s needs and internship requirements.  From perusing your company’s website, I feel your core mission and culture will suit what I offer as a Mass Communications student.

As a sophomore at Virginia State University (VSU), I have a well-rounded skill set in verbal and written communication, organization, computer proficiency, teamwork, adaptability, and honed talents in creativity, making me an ideal fit for the Social Media internship.   

As my enclosed resume shows, my previous experiences have strengthened my capabilities in using various forms and styles of written communication and speaking effectively to individuals or groups using media formats to present ideas imaginatively.    

I am excited at the prospect of bringing my talents to Harvest New Media. I look forward to hearing from you at your earliest convenience to discuss how my experience and qualifications will prove valuable in the Social Media intern role.   I can be contacted at 234-567-1122, janeswift@gmail.com, or the above address. I appreciate your consideration.

Sincerely,

Jane Swift 

Jane Swift

Enclosure 

