Universal Blank Cover Letter Sample

[Your Name]

[Your Address]

[City, State, ZIP Code]
[Email Address]
[Phone Number]
[Date]

[Recipient Name]
[Company Name]
[Company Address]
[City, State, ZIP Code]

Dear [Recipient Name or Hiring Manager],

I am writing to express my interest in the [Position Title] position at [Company Name], as advertised. With my
experience and skills in [relevant field/industry], | am confident in my ability to contribute effectively to your

team.

Throughout my career, | have demonstrated a strong ability to [mention relevant skills or experiences]. lam
motivated, adaptable, and eager to bring my strengths to [Company Name] to support your organizational
goals.

I am excited about the opportunity to further discuss how my background and skills align with the needs of your
team. Thank you for considering my application. llook forward to the possibility of contributing to [Company
Name].

Sincerely,

[Your Name]
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