[Your Name]
[Street Address] · [City, State ZIP]
[email@domain.com] · [(000) 000-0000]
[Date]
[Hiring Manager Name]
[Company Name]
[Company Address]
Dear [Hiring Manager Name or "Hiring Team"],
[Opening paragraph: which role you are applying for and where you saw it, plus a hook about why you are excited.]
[Body paragraph: one concrete accomplishment that maps to the role, with a number. Keep it to 2–3 sentences.]
[Closing paragraph: restate interest, suggest a next step, and thank them for their time.]
Sincerely,
[Your Name]
