Your Name

Your Address Line 1

Your Address Line 2

Email: your.email@example.com
Phone: (123) 456-7890

Date: [Month Day, Year]

Recipient Name
Company Name
Company Address Line 1
Company Address Line 2

Dear [Recipient Name],

I am writing to express my interest in the [Job Title] position at [Company Name]. With my background in
[relevant experience or education], | am confident that my skills and experiences make me an excellent fit for

this role.

In my previous position at [Previous Company], | successfully [describe relevant
responsibility/accomplishment]. My proficiency in [mention skills or software] and my ability to [soft skill or
value] would contribute positively to your team.

I am particularly drawn to [Company Name] because [mention something specific about the company or its
values]. | am eager to bring my background in [your field/industry] to your organization and help achieve

[specific company goal or trait].

Thank you for considering my application. | am happy to provide further information and look forward to the
opportunity to discuss how | can contribute to your team.

Sincerely,

Your Name



