Cover Letter Template

[Your Full Namel]
[Your City, State]
[Your Email Address]
[Your Phone Number]
[Date]

[Hiring Manager’s Namel]
[Company Name]
[Company Address]
[City, State]

Dear [Hiring Manager’s Name],
or
Dear Hiring Manager,

| am writing to apply for the [Job Title] position at [Company Name]. With my
background in [your field or skill] and proven experience in [related
experience], | am confident that | can contribute positively to your team. | am
excited about this opportunity because the role matches my strengths and
career goals.

In my previous role at [Previous Company Name], | was responsible for [key
responsibilities]. During that time, | achieved [mention 1-2 accomplishments:
improved results, solved problems, increased performance, etc.]. These
experiences helped me develop skills in [list important skills related to the jobl.
| believe these skills are a strong match for the position you are offering.

| am particularly interested in working at [Company Name] because [mention
what you like about the company, its culture, mission, or industry]. | appreciate
the way your company [describe something unique about the company], and |
would be proud to contribute to your continued growth and success.

Thank you for taking the time to review my application. | would welcome the
chance to discuss how my skills and experience can support your team. | look
forward to hearing from you.

Sincerely,
[Your Full Name]
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