
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Your Email Address]  

[Your Phone Number]  

[Date]  

[Recipient Name]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I am writing to apply for the [specific position title] at 

[Company/Organization Name] as advertised on [where you found the job 

listing, e.g., your website, job board]. I am currently a [year/field of 

study] student at [Your School/University], and I am eager to gain 

practical experience in [specific field or industry].  

Throughout my academic career, I have developed skills in [mention 

relevant skills or experiences related to the job]. For instance, 

[provide a specific example or project that demonstrates your 

qualifications]. I believe that these experiences have prepared me to 

contribute effectively to your team.  

I am particularly drawn to [Company/Organization Name] because [mention 

why you are interested in the company or how it aligns with your career 

goals]. I am impressed by [specific projects, values, or initiatives of 

the company], and I would be excited to bring my background in [your 

skills/area] to your team.  

I am looking forward to the opportunity to discuss how my education and 

skills can contribute to the success of [Company/Organization Name]. 

Thank you for considering my application. I hope to hear from you soon to 

arrange an interview.  

Sincerely,  

[Your Name] 


