	
	FIRST & LAST NAME
Your Current Job Title

Location, Date

Application for the Position of [Job Title]

Dear [Mr./Ms. Last Name of Hiring Manager] or [Hiring Team], 

[Paragraph 1: **Introduction & Motivation**] Clearly state the position you are applying for and where you saw the listing. Express genuine enthusiasm for the company and the role, and briefly state why your core expertise aligns with their needs. 

[Paragraph 2: **Key Experience & Impact**] Detail your most relevant and recent experience. Focus on 2-3 specific achievements that directly address the job requirements. Use strong action verbs and quantify your results. 

[Paragraph 3: **Unique Value Proposition**] Explain what sets you apart. Elaborate on how your unique skills/experience benefit the employer. 

[Paragraph 4: **Conclusion & Call to Action**] Reiterate your strong interest and enthusiasm. Briefly summarize how your skills will directly contribute to their team's success. Include a clear, confident call to action, expressing your eagerness to discuss the opportunity in person. 

Sincerely, 
[Signature]
FirstName LastName
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RECIPIENT
Recipient Company Name
Attn: Hiring Manager Name
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Recipient City, Postal Code

	



