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Date



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

An aspiring Job Target with directly transferable skills, I was excited to see an opening at Company Name posted on Site Name.  

As you will note upon reviewing my background, my qualifications are wide-ranging and unique. While serving as a most recent/relevant job title, I gained foundational skills in (list two transferable areas from the client’s background), in addition to learning the importance of time management, collaboration, and precise communications. I also acquired and refined complementary skills in specialty during my time at Name of Company or School. I am confident that these experiences have prepared me to transition seamlessly onto your team.  

Some additional key highlights of the benefit I will bring to your organization include:
· Reworded example from the resume (remember, these should be complete statements).
· Reworded example from the resume.
· Reworded example from the resume.

I am eager to further discuss why I believe I would be an asset to Company Name. Please let me know if there is any additional information I can provide. Meanwhile, thank you for your time and consideration. 

Sincerely,



Client Name
