Firstname Lastname
(123) 456-7890 ∙ San Diego, CA ∙ email

[Date]

Dear [Hiring Manager’s/Recruiter’s Name],

Opening Paragraph (Intro) Your cover letter opening should include a self-introduction. Introduce yourself, specify your area of expertise, mention where you found the job posting, and explain why you want this job.

Body Paragraphs
The second paragraph of your cover letter should directly address the job description provided by the hiring manager. Explain how your previous job experiences, skills, and abilities can help you fulfill the company’s needs. Incorporate exact words and phrases from the job descriptions into your cover letter to enhance the match.
· You can include a bulleted list of your accomplishments. List your technical skills and abilities. State one or two key strengths.
Research the company’s current activities and goals, then explain how you can help achieve them.

Closing Paragraph
Your cover letter closing serves as the call to action. Let the hiring manager know that you would be eager to come in for an interview. Include your email address and express your gratitude.

Sincerely,
Typed Name










Jane Doe
(123) 456-7890 ∙ San Diego, CA ∙ email

Dear [Hiring Manager’s Name],
I’m excited to apply for the [Job Title] position at [Company Name]. I can bring valuable contributions to your team with my background in [relevant field or experience] and practical experience from [previous job or education].
At [Previous Company], I led [project or task], resulting in [specific outcome]. This experience sharpened my skills in [mention skills or tools].    
· Here are a few key strengths I bring:
· Strong communication and teamwork
· Basic knowledge of relevant tools and technology
· Reliable, adaptable, and hard-working
I greatly appreciate [something specific about the company] and am enthusiastic about joining your team. Thank you for taking the time to consider my application. I am looking forward to discussing this opportunity further. Please feel free to contact me at (555)-555-5555 or john.doe@example.com.
Sincerely,
Jane Doe



