
Basic Cover Letter
[Your Full Name]
[Your Address]
[City, State, Zip Code]
[Your Email]
[Your Phone Number]
[Today’s Date]

[Employer's Name]
[Company Name]
[Company Address]
[City, State, Zip Code]
Dear [Employer's Full Name],

I am writing to express my interest in the [Job Title] position at [Company Name], as
advertised on [where you found the job posting].

In my current role as [Your Current Job Title] at [Your Current or Previous
Company], I have gained experience in [mention specific skills or tasks that are
relevant to the job posting]. I have been praised for my [mention a work-related
achievement or soft skill that is relevant to the job posting], and I have consistently
[mention another achievement or responsibility that shows your relevant skills].

I am particularly attracted to your company because [mention something you
admire about the company or how it aligns with your career goals]. I believe that my
skills and passion make me a strong candidate for this role.

Thank you for considering my application. I am eager to further discuss my
suitability for the position and would be available at your earliest convenience for an
interview.

Sincerely,
[Your Full Name]


