First and Last Name
City, State Zip Code | Contact Number | Email Address | LinkedIn website (optional)

Today’s Date

Name of Employer
123 Employee Ave
Getthejob, AZ 87654

Dear (Name of Hiring Manager),

Paragraph 1:  State the position you are applying for and briefly note what makes you the best candidate.  This paragraph can also be used to tell a little bit about yourself as it relates to the position you are applying for.

Paragraph 2:  Describe what you will bring to the position.  Discuss your qualifications and how those relate to the employers’ needs (use the job description to help guide you).

Paragraph 3:  Show the reader that you know what they value, why it is important, and how you meet their criteria.  (Doing some research on the company you are applying for will help to get a feel for the company’s culture and values.  The job description may also list this information)

Paragraph 4:  Thank the employer for their consideration.  Tell them to reach out if they have questions or need additional information.  Let them know that you are looking forward to visiting with them further about the job opportunity and the best way to get a hold of you.

Sincerely,



Your name
