
**Template Example: Effective Job Letter Presentation Styles** 

--- 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Hiring Manager's Name]  

[Company's Name]  

[Company's Address]  

[City, State, Zip Code]  

Dear [Hiring Manager's Name], 

**Introduction**  

- Briefly introduce yourself and mention the position you are applying 

for.  

- State how you learned about the job opening. 

**Body Paragraph 1: Relevant Experience**  

- Highlight your relevant work experience and key achievements.  

- Use bullet points for clarity if necessary. 

**Body Paragraph 2: Skills and Qualifications**  

- Discuss specific skills and qualifications that make you a good fit for 

the job.  

- Include examples to support your claims. 

**Body Paragraph 3: Cultural Fit and Enthusiasm**  

- Explain why you want to work for the company and how your values align 

with theirs.  

- Express enthusiasm for the role and the company. 

**Closing**  

- Thank the hiring manager for considering your application.  

- State your desire for an interview to discuss your application further.  

- Provide your contact information once again. 

Sincerely,  

[Your Name] 

---  

**End of Template** 


