Cover Letter
Replace bracketed fields with your own details. Delete guidance that does not belong in the finished document.
[Sender name or organization]
[Email or business contact]
[Date]
Dear [Hiring manager], I am applying for the [Role] position at [Company]. Your work on [specific project or service] interests me because [genuine reason].
In my role at [Organization], I [specific responsibility]. I improved [process] by [action], with [verified result]. This experience would help me contribute to [requirement in the job description].
I would welcome the chance to discuss how my experience fits your team. I am available at [email] or [phone]. Thank you for considering my application.
Sincerely,
[Your name]




