Full Name

Address: Line 1

Address: Line 2

Postcode

Tel:
 

Date
Mr/Mrs Full Name

Title

Company Name

Address: Line 1

Address: Line 2

Postcode

Dear Mr/Mrs Surname

RE: SUMMER INTERNSHIP PLACEMENT FOR THE POSITION OF <POSITION>

Being a committed and assiduous student, I am incredibly keen to develop my education by means of a summer internship with an eminent <industry> organisation, such as yourselves.

I consider myself to have the experience and attributes relevant to the position of (position), which my enclosed CV will attest.

Provide details of your background, i.e. what you are currently studying and any relevant previous experience (for example – Having successfully completed internships last year and studied intensively this year, I have developed a sound understanding of many elements of the investment banking and private equity sectors.  This has been reinforced by my participation in extra curricular activities and my consequent flourishing achievements).

Being a list some of your key attributes relevant to the role (eg confident, reliable, refined and articulate) individual with exceptional list two/three skills necessary for the job in question (e.g. communication and financial skills), I would benefit from fresh challenges and be able to integrate well within your organisation, interacting with clients and personnel at all levels.

With a studious disposition and with the capacity to absorb knowledge with ease, I would be able to undertake any task presented to me in a professional and efficient manner.

Key attributes include my ability to list further attributes (for e.g. work in a fast, ordered and accurate manner with both confidential and complex information).  I am a strong team player and have experience in prioritising effectively whilst remaining adaptable, focused and results orientated.

The award of an internship with <Company Name> would greatly improve upon my existing knowledge and experience, whilst providing a further imperative insight in to the world of <industry> and I would welcome the opportunity to attend an interview.

I look forward to hearing from you in due course.

Yours sincerely

Name

Enc CV

