[bookmark: _GoBack]Kyle Yates
 
Rockville Centre, NY 11570
555-555-5555 example@example.com
      
July 16, 2021
[Hiring manager's full name]
[Company address]
[Company phone number]
[Hiring manager's email address]
Dear [Mr./Ms.] [Hiring manager's last name],
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.

If you're changing careers, explain what motivated you to make the change, how your transferable skills will help in this new direction and why you chose that particular employer. If you don't have formal work experience, connect this new opportunity with a personal project, extracurricular activity (such as volunteer work), or internship.

· 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]
