Name and Contact Information in Identical Format to Resume 



[Recipient Name]
[Title]
[Company]
[Address]
[City, ST ZIP Code]


Date


Dear Hiring Manager:

Introduction: This section identifies the position for which you are applying and explains why you are interested in the job. You have described how you heard about the opening. The wording is creative and catches an employer’s attention quickly.

Identify skills and experience in as related to position. Identify one or two of your strongest qualifications and clearly relate how these skills apply to the job at hand. Explain specifically why you are interested in the position and this type of job, company, and/or location.


Closing: Refer the reader to your resume or any other enclosed documents. Thank the reader for taking time to read this letter. Be assertive as you describe how you will follow up with the employer in a stated time period or a call to action for the reader to contact you at their earliest convenience. 


Sincerely,

Your Name
