[Your Name]
[Street Address] | [City, ST ZIP Code] | [Phone] | [Email]
[Date]
[Recipient Name]
[Title]
[Company]
[Address]
[City, ST ZIP Code]
Dear [Recipient]:
[If you’re ready to write, just select this tip text and start typing to replace it with your own. Don’t include space to the right or left of the characters in your selection.]
[Apply any text formatting you see in this letter with just a click from the Home tab, in the Styles group.]
[Wondering what to include in your cover letter? It’s a good idea to include key points about why you’re a great fit for the company and the best choice for the specific job. Of course, don’t forget to ask for the interview—but keep it brief! A cover letter shouldn’t read like a novel, no matter how great a plot you’ve got.]
Sincerely,
[Your Name]
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EMILY CLARK

YOURPROFESSIONAL TITLE

1234567890 oate
Vouromai@gmai com
ciy, state Hirng Manager Fll Name
Unkedin.com/username Company Nome

Company Address

Company Ciy tate, Zip Code

Subject: Your FullName Applicaion fo Posiion*

ear M /Ms.Last Name,

Introduce yourself and explain why you are appyingfo the job. Tailor this

araaghooce you Ko th specilc . Tl you s excte bout he o
1 company and how i ligns with yous career goals. Menton yout refe

mutualcontact with the hiring manager, f applicabe.

Introduce your mos relevant experience and talkabout the specifc qualfictions
and sl that make you the perfect candidate. Make 3 connection between your
previous accomplishments and your readiness for the roe.

Vou can a0 express technical and behavioral kil you would bing Pick one to
three transfrable qualtes you have that you could apply i the new role and.
share an example that demonstrates your expertise I that area. This content can
ke up two paragraphs.

Reiterate what you cando or the company ordarify anything that may be a red
flagn your resume. For example, you may explain  gap n your employment
itory r why you are applying for ob tht difers rom your pror experence.
Thank the reader for thei time an consideration and include an action
statement to continue o the next stage o the hring rocess. Explain your
availabilty and How the enployer can reach you. Mention your resume s
atached.

Regards/sincerey/Respectily,

Comily Clark

Yourfull Name.





