
Candidate’s name 
Phone number
Email
To whom it may concern or Dear Sir/Madam: 

Introductory paragraph: 
Briefly introduce yourself and win the heart and head of the hiring manager with an impressive accomplishment. Keep the reader’s attention by telling a creative story.
Supporting paragraph(s): 
Tell meaningful anecdotes that match your abilities to tangible business results you have worked on in your career. If you have had meaningful experience, be sure to highlight it with key examples; but do not reiterate your entire resume. Remember that the hiring manager will view your cover letter as an example of your writing skills. 

Concluding paragraph: 
A strong ending to a cover letter can ensure an employer takes action on your letter, improving your chances for an interview.  Include a call to action for the recipient to reach out to you.
Sincerely, 

Your name typed



Hiring managers want to see your contact information on the top.





Your cover letter will be seen by multiple companies from different industries. Because of this, a general salutation is recommended.




















A call to action example: 


I encourage you to review my resume to better understand my experience and skills. If you have any questions, please feel free to contact me.
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