 Your house
                                                                                Your Road
                                                                                Your Town
                                                                                Post or Zip Code

                                                                                Today's date
Name of contact person
Their company
Their Road
Their Town
Their Post or Zip Code
Dear Mr / Mrs / Miss / Ms Contact name,
Re: Title to define what you are writing about, e.g. the job position XYZ and any reference
This space is then used for the various paragraphs within the job application cover letter. As mentioned above there should be four or five paragraphs to cover the details required.
It should be remembered that the job application letter should be concise, and it should look and sound professional. In this way it will help the job application stand out from the others.
Further paragraphs ......
Yours sincerely,
  Space for your signature
Print your name
