Your Name

Professional Title
Your Email Address
(Optional) Your website URL
(Optional) Linkedin URL
(123) 555-5555

Date

Greeting to the Hiring Manager, Specified Contact Person, or Team:
[Example: “Dear Elizabeth Sloane:” or “Dear Quillbot Team,”]

[Your INTRODUCTION PARAGRAPH should encapsulate a brief introduction, why you want the job, what makes you a great fit, and/or how you could move the needle for the company in this role--grab their attention so they want to read more.]

[The BODY PARAGRAPHS (usually 1-2) go into more detail about your qualifications and accomplishments, as they relate to the stated duties and responsibilities of the position. Decide on what skill sets you want to highlight after reviewing the job description, and use keywords to clearly demonstrate that these are directly translatable to the position. Don’t mix unrelated topics in a paragraph because this could muddle your points.] 

[In the CLOSING PARAGRAPH, convey your enthusiasm for the role or for becoming an integral part of the company, express your appreciation for consideration, and/or include a call to action, such as following up in a week--but be sure to follow through on this at the right time. Make sure this is sincere and not just a generic, “Thanks for reading my cover letter.”]

[COMPLIMENTARY CLOSE examples include: “Thank you for your consideration,”; “Best regards,”; “Sincerely,”]

Your Full Name
