
Your Name
Your Address
City, State ZIP Code
Email: your.email@example.com
Phone: (123) 456-7890
Date: Month DD, YYYY

Hiring Manager’s Name
Company Name
Company Address
City, State ZIP Code

Re: Application for [Job Title] Position

Dear [Hiring Manager’s Name],

I am writing to express my interest in the [Job Title] position at [Company Name], as advertised on [where you
found the job posting]. With my background in [relevant field or expertise], I am confident in my ability to
contribute effectively to your team.

My experience includes [briefly mention relevant experience, skills, or education]. I am particularly drawn to
[Company Name] because of [something specific about the company or role that excites you].

I am a motivated individual who thrives in challenging environments where attention to detail and effective
collaboration are essential. I am eager to bring my skills in [specific skills or areas] to the [Job Title] role at
[Company Name].

Thank you for considering my application. I look forward to the opportunity to discuss my qualifications further
and demonstrate how I can contribute to your team’s success.

Sincerely,

[Your Name]

Enclosure: Resume (optional)


