
**Template Example: Job Cover Letter Formats** 

--- 

**Format 1: Traditional Cover Letter** 

[Your Name]  

[Your Address]  

[City, State, Zip]  

[Your Email]  

[Your Phone Number]  

[Date]  

[Employer's Name]  

[Company's Name]  

[Company's Address]  

[City, State, Zip]  

Dear [Employer's Name], 

[Introduction: Briefly introduce yourself and the position you are 

applying for.] 

[Body Paragraph 1: Discuss your relevant experience and skills that make 

you a strong candidate for the position.] 

[Body Paragraph 2: Highlight any specific achievements or projects that 

relate to the job.] 

[Closing: Express your enthusiasm for the position and mention your 

desire for an interview.] 

Sincerely,  

[Your Name] 

--- 

**Format 2: Email Cover Letter** 

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

Dear [Employer's Name], 

I am writing to apply for the [Job Title] position at [Company's Name] as 

advertised [where you found the job listing].  

[Paragraph 1: Brief introduction and statement of interest.] 

[Paragraph 2: Overview of your qualifications, skills, and relevant 

experience.] 

[Paragraph 3: Conclude with a note of appreciation and your eagerness to 

discuss further.] 

Best regards,  

[Your Name]  

[Your Phone Number]  

[Your LinkedIn Profile or Website] 

--- 

**Format 3: Creative Cover Letter** 

[Your Name]  

[Visual or Logo]  

[Your Contact Information]  

[Date]  

[Employer's Name]  

[Company's Name]  

[Company's Address]  

Hello [Employer's Name], 

[Opening: A creative hook or tagline that represents your personality or 

career.] 

[Body: A narrative that expresses your journey and relevant 

qualifications tied to the company's mission.] 

[Closing: An engaging call to action and your contact information.] 



Cheers,  

[Your Name]  

--- 


