
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Hiring Manager's Name]  

[Company Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Hiring Manager's Name],  

**Subject: Application for [Job Title] Position - [Your Name]** 

I am writing to express my interest in the [Job Title] position listed on 

[where you found the job posting]. With a background in [Your 

Field/Industry] and a proven track record of [relevant skills or 

experiences], I am excited about the opportunity to contribute to 

[Company Name]. 

--- 

**Key Contributions in Previous Roles:** 

- **[Skill/Experience 1]:** Describe how you applied this skill and the 

impact it had.  

- **[Skill/Experience 2]:** Highlight another relevant aspect of your 

work and its results.  

- **[Skill/Experience 3]:** Mention a third example, showing your 

versatility and capability.  

--- 

I am particularly impressed by [something specific about the company or 

its projects] and am eager to bring my expertise in [specific skills] to 

your team. I believe that my [specific qualities or experiences] align 

well with the values of [Company Name]. 

**Enclosed is my resume** for further details on my professional journey. 

I would love the opportunity to discuss how my skills and experiences can 

benefit [Company Name]. Thank you for considering my application. 

Warm regards, 

[Your Name]  

--- 

**Attachments:**  

1. Resume  

2. [Any other relevant documents] 


