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Dear Job Seeker, 

Thanks for downloading one of our free cover letter templates. At My Perfect Resume, we take pride in providing expert resources to help you grow your career, whether you’re an entry-level candidate or an experienced professional.

We highly recommend you read our detailed How to Write a Cover Letter guide, as it’s full of examples and clear instructions on how to write each section of your cover letter. We also teach you how to write a cover letter with no experience, for a career change, if you have an employment gap and other unique situations. 

If you want to take away the guesswork, you can use our Cover Letter Builder to write your cover letter. Our builder offers: 
· Step-by-step guidance to feature the right content in your letter.
· Job-specific examples, expert phrases and skills you can incorporate easily.
· Dozens of professional cover letter templates to choose from. They’re employer ready, ATS-friendly and follow the standard cover letter format guidelines.

We also have hundreds of cover letter examples created by professionals that you can use as inspiration.

Thank you, again, for downloading one of our free templates. We hope our resources help you craft an eye-catching cover letter. We’re thrilled to be part of your job search!

Best of luck, 

The My Perfect Resume Team

P.S. Here are some additional resources to help you align your cover letter and resume:
How to Write a Resume
Resume Examples That Get Interviews
Free Resume Template Downloads
The Top Resume Formats
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CAROLINE MC KINSY
 
SACRAMENTO, CA 94208  94208, SACRAMENTO, CA  
555-555-5555 | example@example.com 

May 5, 2021
Kella Broom, Hospital Manager
United Health Group
Sacramento, CA 94234
94234, Sacramento, CA
555-555-5555
example@example.com
Dear Ms. Broom,
Opening paragraph: Immediately grab the hiring manager's attention with an opening that conveys your enthusiasm for the job opportunity. Mention your years of relevant experience, the job you're applying for, how you found out about the job (Was it a referral? Did you see the job opening on their website?) and why you're interested in the position.
For a more detailed guide on writing a compelling opener and strong cover letter, see our article How to Write a Cover Letter. 
 
Body paragraphs: There are different ways to approach body paragraphs. Generally speaking, you should go beyond what's written in your resume and provide further details on work accomplishments, draw a connection between your past experiences and how they can be applied to the new job, and show your knowledge of the company's culture, goals and environment.
· You can include bullet points in this section to highlight relevant achievements
· Use numbers, when possible, to better present these accomplishments. For example: “I've used my creativity, energy and compassion in bettering over 60 students each school year, giving them the dedication and attention they deserve.”
 
For more guidance and inspiration on specific scenarios, explore our cover letter examples.
Closing paragraph: Make your interest in the company clear and express your excitement one more time. Remember to thank the hiring manager for their time and consideration, and encourage them to follow up (e.g., “I look forward to further discussing my qualifications with you.”).
 
[Sincerely/Best/Best regards],
 
[Your name]
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