[Your Full Name]
[Your address]
[City, postcode]
[Your email] | [Your phone number] | [LinkedIn/Portfolio (if relevant)]
[Date]
[Hiring manager’s name]
[Company/organization name]
[Company address]
[City, postcode]
Dear [Mr./Ms./Dr. surname / Hiring Manager],
I am excited to apply for the [job title] position at [company name]. With [X years of experience] in [relevant field/skills], I am confident in my ability to contribute to [specific team, project, or company goal mentioned in the job posting]. My background in [key skill or achievement] aligns perfectly with your need for [specific requirement from job description].
At [current/previous company], I [describe a key accomplishment with metrics, e.g., “led a team that increased sales by 25% in Q1 2024”] by [briefly explain how, e.g., “implementing a new CRM system and training staff”]. My expertise in [relevant skill] and passion for [industry/field] would allow me to deliver similar results for [company name].
What excites me most about [company name] is your commitment to [mention something specific from their mission, values, or recent work]. I admire how you [reference a project, initiative, or culture fit], and I would welcome the opportunity to bring my skills in [key skill] to your team.
Thank you for your time and consideration. I would love to discuss how my experience can support [company name]’s goals, and I am available for an interview at your convenience. I look forward to your reply.
Best regards,
[Your full name]

