Cover Letter
[Your name] | [City, Country] | you@example.com | [Phone]
[Date]
[Hiring manager name]
[Organization]
[Organization address, if needed]
Dear [Hiring manager name or hiring team],
I am applying for the [role title] position at [organization]. I am interested in this opportunity because [specific reason connected to the team, product or work]. My background in [relevant area] has prepared me to contribute to [a responsibility mentioned in the job description].
In my role as [job title or relevant experience], I [describe an action you took]. This helped [describe a result you can support]. The work involved [relevant skill or tool], and it taught me [a lesson relevant to the new role]. Replace these prompts with one concrete example rather than repeating every item from your resume.
I would welcome the opportunity to bring this experience to [organization]. Your work on [specific, accurate detail] is particularly interesting to me. I could contribute by [connect your experience to a need in the role]. Remove any sentence that could be sent unchanged to every employer, and keep the letter focused on this application.
Thank you for considering my application. I would be glad to discuss how my experience fits this role. You can contact me at the email address or phone number above. [If requested, mention the documents or portfolio included with the application.]
Sincerely,
[Your name]
