Example Cover Letter.
Keep it brief and to the point!
Your name and address.

Employer's name and address 

Date

Dear Ms. Smith

I am looking for an industry placement within the pharmaceutical/biotechnology sector [or other sector] from July to September of next year. I am writing to you as I understand that [name of company] may have provided appropriate opportunities in the past.

I am presently studying for a degree in [xxxxxxxxxx] at the University of Leeds. A work placement year, between my second and final year at University, is an option that is available to me and one that I feel would be extremely worthwhile. The opportunity to experience the workplace first hand, in an area relevant to my programme of study, would provide an important additional element to my academic studies. 

Through my degree course, I have been able to develop my interest in [xxxxxxxxxx], whilst improving my laboratory [practical] skills and my numeracy skills. I achieved 61% in my first year examinations and am hoping to improve upon this in my second year of study. 
I would be most grateful if you could consider me for any suitable positions within your company. I will be available for interview if required at any time. I will be at my home address in London from 18th Dec. - 4th Jan.: at all other times I can be contacted at my college or term address. Please find enclosed my CV where you will find further information.

Yours sincerely [if you have a named contact above, otherwise Yours faithfully]
Your signature [do not forget to sign your letter!]
 

John Doe [also type or print your name below your signature]
