
[Your Name]  

[Your Address]  

[City, State, Zip]  

[Your Email Address]  

[Your Phone Number]  

[Date]  

[Employer's Name]  

[Company's Name]  

[Company's Address]  

[City, State, Zip]  

Dear [Employer's Name],  

[Opening Paragraph: Introduce yourself and state the position you are 

applying for. Mention how you heard about the job opportunity and why it 

caught your interest.] 

[Second Paragraph: Highlight your relevant experience and skills. Provide 

specific examples of your accomplishments in human resources, such as 

improving employee engagement or streamlining recruitment processes.] 

[Third Paragraph: Discuss your knowledge of HR trends and regulations, 

and how you can contribute to the company's HR goals. Mention any 

relevant certifications or training.] 

[Fourth Paragraph: Explain why you are a good fit for the company's 

culture and values. Showcase your passion for fostering a positive 

workplace environment.] 

[Closing Paragraph: Express your enthusiasm for the opportunity to 

interview, and provide your availability. Thank the employer for 

considering your application.] 

Sincerely,  

[Your Name]  

[Attachment: Resume] 


