Insert Month, Date, Year
Your First and Last Name

Street Address

City, State, Zip Code

Contact

Title, Organization

Street Address

City, State, Zip Code
Dear [Insert contact’s name, or Hiring Manager],
I am writing to apply for the [insert position or title] as found on [insert website] OR as [insert referral’s name] mentioned to me. My background, skills, and experiences make me an excellent fit for this position, and I am ready to add value to [insert organization].
[Insert references to specific points on your resume, emphasize your strongest qualifications, give detailed examples, and provide measurable achievements. Include a sentence about how you can help the organization be stronger or further its mission or goals with your skills, so they see how you can help them.]
Given my skills and experiences in [insert three things], I am ready to step into this role and provide value to [insert name of organization]. I would very much enjoy discussing this position further, and can be reached at [insert telephone number] or [insert email address]. Thank you in advance for your consideration, and I will follow up with you in a week to answer any questions you might have.

Sincerely,

[Insert your name]
