
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Company's Name]  

[Company's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

[Paragraph 1: Engage the reader with a personal story or interesting fact 

related to the job or industry, illustrating your passion and 

enthusiasm.] 

[Paragraph 2: Highlight your relevant skills and experiences. Use 

creative language to showcase your achievements and how they align with 

the company's values or mission.] 

[Paragraph 3: Explain why you are a good fit for the position and the 

company culture, incorporating any unique aspects of your personality or 

work style.] 

[Paragraph 4: Conclude with a strong statement of interest in the 

position and a call to action, such as requesting an interview. Express 

gratitude for the opportunity to apply.] 

Sincerely,  

[Your Name]  

[Optional: Attached Resume] 


