[Your Name]
[Your Phone Number]
[Your Email Address]
[Optional: Your Mailing Address]
[Date]
Dear [Hiring Manager’s Name or Title],
(If you do not know their name, you may use “Dear Hiring Manager,”)
[Introduce yourself and state the position you are applying for. Briefly explain why you’re interested in the role and mention at least one key reason you would be a strong fit.]
[In the first body paragraph, describe a recent accomplishment or experience that demonstrates relevant skills. Explain how your contribution made an impact and how those skills will help you succeed in this role.]
[In the second body paragraph, highlight special skills, experiences, or motivations that make you stand out. You can discuss how you developed your passion for the field and how this opportunity aligns with your career goals.]
[In the third body paragraph, explain why this company or organization appeals to you. Mention specific values, projects, or goals that align with your interests.]
[Conclude by expressing enthusiasm for the position and stating that you look forward to discussing your application further.]
Sincerely,
[Your Name]

