Date
[Hiring Manager Name]
Organization
City, State

Dear [Hiring Manager Name],

Opening paragraph: Briefly introduce yourself and explain why you’re excited about this specific role and company. Mention something personal and relevant about the organization.

Body paragraph(s): Highlight 1–3 of your strongest experiences. Show what you did, how you did it, and what impact you made. Connect each example to the skills the employer is asking for.

Closing paragraph: Reaffirm your enthusiasm. Mention that you'd love the opportunity to discuss your qualifications further. Thank them for their time.

Sincerely,
[Your Name]

