	Customer Name 
	loremeipsum@gmail.com • 555-5512
www.linkedin.com/in/loremipsum • City, ST


Summary

Date



Dear Mr. or Ms. (Contact’s Last Name): or Dear Hiring Manager: 

In my search for a new challenge where I can leverage my experience in (insert areas of expertise), I was pleased to find Company Name’s opening for a Position Title. Eager to learn more about this exciting opportunity, I have enclosed my resume/CV for your review.

As my career profile illustrates, I am ready to make an immediate and longstanding contribution to Company Name. Having served as a/an (function) within (industries/sectors), my skill set is well suited to your needs. I know what it takes to balance competing tasks, adapt to shifting priorities, and proactively address emergent issues. Additionally, my talents in communication and relationship building will enable me to seamlessly integrate with your team and provide exceptional service to your clients.

Further, I would bring the following strengths to your team: (insert skills OR accomplishments)
· [bookmark: _Hlk515537545]Reworded example from resume (remember, these should be complete statements).
· Reworded example from resume.
· Reworded example from resume.

In me, Company Name will gain a diligent, goal-oriented professional with the agility, dedication, and focus required to successfully fill the role of Position Title. As such, I would welcome the opportunity to meet and discuss this opening in detail. 

Thank you for your consideration. I look forward to hearing from you!

Sincerely,



Client Name

