Your Name

Your Street Address

City, State/Province, Zip/Postal Code

Phone Number
email_address@example.com
Date

Hiring Manager Name

Title

Company Name

Company Street Address

City, State or Province, Zip or Postal Code

Dear [HIRING MANAGER NAME],

[FIRST PARAGRAPH]
Identify the position

State why you're right for the job
Mention a referral or explain where you found the job

[SECOND PARAGRAPH]

Use three bullet points to highlight the quantifiable skills that match the employer's requirements.
· [List skill] Action words + Keywords + Skills + Knowledge
· [List skill] Be specific by using numbers and percentages
· [List skill] Go ahead and use your resume points.
[FINAL PARAGRAPH]

Request an interview

Sincerely,

Your Name

[Don't forget to include your resume!]

