
[Your name]
[Address line]
[City, postcode]
[Email] · [Phone]

[Date]

[Hiring manager name]
[Company name]
[Company address]

Dear [Hiring manager name],

I am writing to apply for the [job title] position at [company]. [Open with one sentence about why you are 
excited about this role and what you bring.]

[Paragraph two: highlight two or three achievements that match the job description. Use numbers where 
you can.]

[Paragraph three: explain why this company, and what you hope to contribute.]

Thank you for considering my application. I would welcome the chance to discuss how I can help your team.

Kind regards,

[Your name]


