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A	general	cover	letter	example	can	serve	as	a	great	starting	point	for	your	application.	You	can	use	this	copyable	cover	letter	sample	and	modify	it	to	fit	your	own	experience.	Additionally,	our	adaptable	cover	letter	template	allows	you	to	change	the	layout	at	any	time.	Our	most	popular	cover	letter	samples	are	listed	below.	The	perfect	cover	letter
should	have	a	clear	structure,	highlighting	why	you're	suitable	for	the	job.	It	should	include:	A	header	containing	your	name,	contact	information,	and	relevant	links.	A	greeting	addressing	the	hiring	manager	by	name	whenever	possible.	An	introduction	grabbing	their	attention	and	including	company	and	role	details.	Body	paragraphs	discussing
accomplishments	and	key	qualifications.	A	conclusion	with	a	call	to	action	expressing	enthusiasm	for	the	interview.	A	good	cover	letter	example	should	contain	a	combination	of	factors	making	you	stand	out.	Consider	the	following:	The	right	template,	combining	your	personality	with	the	company's	brand	and	image.	Proper	formatting,	including	white
space	balance,	paragraph	breaks,	punctuation,	and	attractive	headers.	A	customized	greeting	using	the	hiring	manager's	name	or	company/team	name.	A	professional	email	address,	avoiding	unprofessional	ones.	Even	though	a	cover	letter	is	freeform,	it	should	be	organized.	Use	our	cover	letter	example	sections	as	a	model	for	your	own.	Include
detailed	examples	of	skills,	qualifications,	and	accomplishments.	To	increase	your	chances	of	getting	noticed,	avoid	using	a	generic	salutation	like	“To	Whom	It	May	Concern.”	Instead,	tailor	your	letter	to	the	specific	job	and	company.	Refrain	from	language	that	comes	across	as	cold,	arrogant,	or	entitled,	and	use	action	verbs	to	describe	your	skills
and	achievements.	A	well-written	cover	letter	can	make	you	stand	out	in	a	crowded	field.	###ARTICLELooking	forward	to	seein	everyone	at	the	meetin	tomorrow	and	discussin	our	strategys	in	detail,	I	am	enclosing	my	CV	for	your	considderation,	which	further	highlights	my	experiens,	which	I	am	positive	fully	meets	the	demands	of	this	role.	Kind
regards,	[Name]	[Phone	number]	[Email	address]	###ARTICLECreating	an	effective	job	application	package	is	crucial,	especially	when	tailoring	it	to	a	specific	audience,	as	I've	had	success	with	producing	high-quality	educational	materials	for	various	groups	and	increasing	comprehension	and	patient	satisfaction	scores	by	30%	and	15%,
respectively.	When	applying	for	a	position	such	as	the	one	you're	interested	in,	a	professional	sign-off	can	make	a	significant	difference.	It	should	include	your	full	name,	preferably	your	first	and	last	name,	like	"Jessica	Smith",	followed	by	your	phone	number,	preferably	your	mobile	number.	Your	email	address	should	also	be	included,	using	a
professional	email	address	like	joe-gardiner@gmail.com.	You	may	also	want	to	include	your	job	title	or	any	relevant	experience	you	have,	such	as	"Administrator"	or	"Delivery	Driver".	If	you're	connected	on	LinkedIn,	consider	adding	a	link	to	your	profile	for	recruiters	and	others	to	view	your	professional	social	media	presence.	A	well-crafted	cover
letter	is	essential	for	making	an	inspiring	impression.	Ideally,	it	should	be	half-page	to	full-page	in	length	and	serve	as	a	personal	introduction,	telling	the	story	of	your	career	and	why	you're	the	ideal	candidate	for	the	position.	A	good	cover	letter	typically	consists	of	five	main	sections:	salutation,	opener,	body,	call	to	action,	and	closer.	When	writing
the	perfect	salutation,	consider	using	a	name	if	possible.	If	you	know	who	the	hiring	manager	or	recruiter	is,	they'll	appreciate	the	personal	touch.	In	creative	agencies	where	competition	can	be	fierce,	starting	with	"Hello"	might	be	more	suitable.	Generic	greetings	like	"Dear	Hiring	Manager"	are	less	engaging	but	effective.	A	successful	opening
paragraph	should	aim	to	capture	the	reader's	attention,	usually	by	summarizing	your	biggest	professional	achievement	or	highlighting	a	notable	impact	at	your	previous	job.	Keep	it	concise	and	focused,	ideally	no	longer	than	two	sentences.	The	body	of	your	cover	letter	will	be	the	longest	part,	consisting	of	three	to	four	paragraphs	that	showcase	your
experience	and	skills.	Researching	the	company	you're	applying	to	thoroughly	can	help	you	identify	potential	challenges	and	how	your	skill	set	can	address	them.	Emphasize	your	accomplishments	and	results	rather	than	just	stating	your	abilities.	A	call	to	action	is	essential	in	a	cover	letter,	demonstrating	your	enthusiasm	for	the	position	while
avoiding	being	too	pushy.	Put	yourself	in	the	reader's	shoes	and	tailor	your	request	accordingly.	Lastly,	ending	on	a	strong	note	with	a	closer	can	leave	a	lasting	impression.	Keep	it	professional	and	confident.	Best	regards,	JordanTo	increase	your	chances	of	landing	an	interview,	don't	leave	hiring	managers	hanging--give	them	the	next	steps	after
submitting	your	cover	letter.	A	good	call-to-action	should	focus	on	the	company	and	its	needs	rather	than	your	personal	interests.	This	means	making	it	all	about	how	you	can	help	the	business	grow	and	succeed.	For	instance,	if	you're	applying	for	a	position	at	a	company	where	you	know	the	hiring	manager	or	have	knowledge	of	their	culture,	you	can
opt	for	a	more	relaxed	closing,	such	as	"Cheers"	or	"Warm	regards."	However,	when	in	doubt,	stick	to	more	professional	closers	like	"Sincerely,"	"Regards,"	or	simply	"Thank	you."	Here's	an	example	of	how	to	write	a	compelling	cover	letter	call-to-action:	Express	your	gratitude	for	the	hiring	manager's	time	and	highlight	how	your	skills	can	benefit
the	company.	Then,	suggest	a	meeting	or	discussion	to	further	explore	how	you	can	contribute.	For	instance:	"Thank	you	for	taking	the	time	to	review	my	application	and	cover	letter.	If	I	believe	my	experience	aligns	with	your	requirements,	I'd	love	to	discuss	my	qualifications	and	demonstrate	how	my	expertise	can	help	drive	growth."	Looking
forward	to	seeing	everyone	at	the	interview	tomorrow	and	discussing	how	my	skills	can	help	your	company	grow.	I’m	available	to	talk	at	your	earliest	convenience.	Just	to	make	sure	you’ve	received	my	application,	thank	you,	Anna	Kendrick	When	applying	for	an	entry-level	position,	there’s	a	high	chance	that	you’ll	be	competing	with	many	people	who
don’t	have	much	experience	on	their	resume.	Most	likely,	you’re	about	to	graduate,	and	you’re	looking	for	your	first	job.	Taking	a	look	at	Anna’s	cover	letter,	you	can	immediately	see	that	she’s	focusing	on	her	studies.	When	writing	a	cover	letter	for	an	entry-level	position,	focusing	on	your	strengths	is	vital—after	all,	the	hiring	managers	know	that
you	won’t	have	years	of	experience	behind	your	back.	That’s	why	you	have	to	show	your	strengths.	Add	what	you’ve	studied,	any	additional	courses	or	training	that	you’ve	been	a	part	of,	with	a	focus	on	what	you’ve	learned	there.Dear	Mr	John,	I	was	pleased	to	see	you’re	hiring	for	the	barista	position	at	Grey	Raven	Coffee	Bar.	As	an	experienced
barista	with	6	years	of	professional	experience,	I’m	confident	that	I	would	be	a	valuable	asset	to	Grey	Raven	and	the	local	community	you	serve.	I’m	recently	left	my	job	at	one	of	New	York's	biggest	coffee	bars,	where	I’ve	honed	my	barista	skills	and	even	won	a	few	competitions.	While	employed	here,	I	have	successfully	managed	to	work	in	a	bustling
environment,	serving	more	than	2,000	clients	per	day.	I’m	confident	that	my	excellent	work	ethic,	unparalleled	attention	to	detail,	and	knack	for	delicious	coffee-based	drinks	will	make	me	an	immediate	asset	at	Grey	Raven,	and	allow	me	to	contribute	to	the	team’s	success.	I	look	forward	to	discussing	the	barista	position	and	my	qualifications	with
you	in	more	detail.	I’m	available	to	talk	at	your	earliest	convenience.	I’ll	be	in	touch	next	week	to	follow	up,	just	to	make	sure	you’ve	received	my	application.	Thank	you	so	much	for	your	time	and	consideration.	Sincerely,	Cindy	Parker	The	general	cover	letter	example	is	perfect	if	you’re	an	applicant	that	has	some	experience,	or	you	just	need	a
template	to	send	out	to	a	few	jobs	that	you’ve	applied	for.	Copy	the	example	above,	change	the	name	and	accomplishments	with	yours	and	you’re	ready	to	go.	Just	remember	to	personalize	each	cover	letter	to	the	job	position	you’re	applying	for.	Dear	Hiring	Manager,	For	the	past	6	years,	I've	been	successfully	leading	ACME	Agency	and	increased
YoY	revenue	by	150%	every	year	for	the	past	4	years.	As	the	CEO	of	a	creative	agency,	I	think	I	have	the	skillset	and	vision	needed	to	turn	your	agency	into	a	market	leader	by	partnering	with	top	companies	like	Unilever,	Google,	and	Apple.	I'm	experienced	in	both	company	and	franchise	brand	building.	I	build	and	lead	high-performance	teams	that
work	both	in	online	and	offline	campaigns.	Former	employers	will	confirm,	that	I	am	a	passionate	leader	who	is	hands-on	when	it	comes	to	working	smart	and	hard	I	am	self-motivated	and	a	highly	dependable	individual	that	is	confident	and	culturally	diverse.	I	am	a	great	communicator	and	I	can	convey	information	to	anyone,	regardless	of	where	they
are	in	the	company	hierarchy.	Whether	monitoring	performance,	improving	strategic	plans,	or	managing	the	entire	life-cycle	of	a	project	or	product	development,	my	references	would	confer	that	I	exceed	expectations	by	practicing	the	greatest	level	of	expertise	with	professionalism	whilst	always	being	customer-centric.	Should	you	grant	me	an
interview	will	be	in	a	position	to	discuss	in	detail,	how	my	skill	set	can	be	utilized	to	grow	your	business.	I	believe	that	your	company	is	intent	on	reflecting	positive	growth	and	profitability	and	it	would	be	my	pleasure	to	actively	contribute	to	the	company’s	future.	Kind	Regards,	Nicholas	Jasbin	Nicholas	goes	above	and	beyond	in	describing	his
accomplishments	and	his	soft	skills	in	communication	and	management.	He	begins	his	cover	letter	directly	with	an	accomplishment	statement	that	will	make	him	stand	out	from	other	applicants.	Further	down,	Nicholas	collaborates	on	his	experience	working	with	large	companies	and	building	teams.	Dear	[Recipient's	Name],	I	am	writing	to	apply	for
the	internship	position	at	[Company	Name],	as	advertised	on	[Job	Board	or	Company	Website].	As	a	motivated	and	aspiring	professional,	I	am	eager	to	gain	practical	experience	and	contribute	to	the	success	of	your	organization.	Throughout	my	academic	journey	in	[relevant	field	of	study],	I	have	developed	a	strong	foundation	in	[key	skills	or
knowledge	areas	relevant	to	the	internship].	I	am	excited	to	apply	these	skills	in	a	real-world	setting	and	further	enhance	my	understanding	of	[specific	area	or	industry].	Some	highlights	of	my	qualifications	include:	[Relevant	coursework	or	projects	that	demonstrate	skills	or	knowledge]	[Extracurricular	activities	or	volunteer	work	that	showcase
relevant	experience	or	leadership]	[Technical	skills	or	tools	proficiency]	I	am	drawn	to	[Company	Name]	because	of	its	reputation	for	[specific	aspects	of	the	company,	such	as	innovation,	community	impact,	or	industry	leadership].	I	am	particularly	inspired	by	[specific	projects,	initiatives,	or	values	of	the	company]	and	believe	that	my	passion	and
dedication	align	well	with	your	organization's	goals.	Thank	you	for	considering	my	application.	I	am	eager	to	contribute	my	enthusiasm,	creativity,	and	willingness	to	learn	to	the	internship	role.	I	have	attached	my	resume	for	yourand	I	would	welcom	the	opportuniti	to	discuss	how	my	skills	and	backgroun	make	me	an	excellnt	fit	for	[Company	Name].
I	look	forward	to	the	possibilty	of	contributin	to	your	team	and	learnin	from	the	talanted	professionals	at	[Company	Name].	Sincerely,	[Your	Name]	This	cover	letter	for	an	internship	showcases	the	applicant's	enthusiasm	for	gainin	practical	experience	and	highlights	relevan	coursework,	skills,	and	extracurricular	involvement.	It	demonstares	a	genuin
interest	in	the	company	and	aligns	the	candidate's	passion	and	dedication	with	the	company's	goals.	Highlights	the	applicant's	relevan	academic	coursework	and	skills	Demonstares	enthusiasm	and	willingness	to	learn	Show	a	genuin	interest	in	the	company	and	aligns	the	candidate's	aspirations	with	the	company's	goals	Dear	[Recipient's	Name],	I	am
writting	to	expres	my	interest	in	joinin	IBM	as	a	[specific	position].	As	a	recent	graduate	from	[Your	University]	with	a	degree	in	[Your	Major]	and	practicel	work	experince,	I	am	eager	to	contribut	my	skills	and	knowlodge	to	IBM's	innovativ	and	forward-thinkin	environment.	During	my	time	at	[Your	University],	I	gain	a	solid	foundation	in	programmin,
data	analysis,	and	software	development.	My	courseload	and	projects	have	allowed	me	to	develop	proficieny	in	languages	such	as	Python,	Java,	and	SQL.	I	have	also	honed	my	skills	in	Agile	metodologies,	ensurin	the	delivery	of	high-quality	products	within	tight	deadlines.	In	addtion	to	my	academic	achivements,	I	have	gain	valuble	experince	through
internships	and	part-time	roles.	As	a	[Previous	Position]	at	[Previous	Company],	I	worked	on	a	team	that	develop	a	data-driven	approach	to	team	development	and	focus	on	continuous	improvment	enabled	us	to	achieve	a	20%	increase	in	membership	retention	over	two	years.	My	background	in	[relevant	field,	e.g.,	business	administration]	and	passion
for	health	and	wellness	have	equippd	me	with	the	skills	to	efficiently	manage	budgets,	streamline	operations,	and	maintain	a	safe	and	welcomin	environment	for	members	and	staff	alike.	Planet	Fitness's	commitmen	to	providin	an	inclusiv,	judgment-free	atmosphere	aligns	with	my	values,	and	I	am	exciet	to	contribut	to	the	growth	and	developmen	of
both	the	team	and	the	organizaton.	I	look	forward	to	discussin	how	my	experince	and	skills	can	benefet	Planet	Fitness	in	the	Middle	Management	role.	Sincerely,	[Your	Name]	A	cover	letter	for	a	middle	management	position	showcases	the	candidate's	experince	in	leadership	and	management,	as	well	as	their	expertise	in	the	specific	industry.	It
conveys	their	enthusiasm	for	the	company's	mission	and	culture.	Showcases	experince	in	management	and	team	leadership	Highlights	relevan	skills	and	expertise	in	the	fitness	industry	Conveys	enthusiasm	for	the	company's	mission	and	culture	Dear	Graduate	Admissions	Committee,	I	am	writting	to	expres	my	strong	interest	in	the	PhD	program	in
Engineering	at	the	University	of	California,	Berkeley.	As	a	highly	motivatd	individual	with	a	passion	for	research	and	innovatin,	I	am	confident	that	my	academic	backgroun	and	relevan	experince	make	me	an	excellnt	candidate	for	this	prestigous	program.	I	hold	a	Masterts	degree	in	[Your	Major]	from	[Your	University],	where	I	graduated	with	honors.
During	my	graduate	studies,	I	conduct	research	on	[specific	research	topic],	leading	to	the	publisation	of	[number]	peer-reviewed	articles	in	reputabl	journals.	This	experince	has	foster	my	ability	to	think	criticaly,	analyze	complex	problems,	and	communicate	my	findings	effectivly.	In	addtion	to	my	academic	achivements,	I	have	gain	practicel
experince	through	internships	and	research	assistantships	in	leading	engineering	firms	and	labs.	These	experinces	have	allowed	me	to	develop	a	strong	foundation	in	[specific	engineering	skills,	e.g.,	computational	modeling,	prototype	development,	etc.]	and	collaborat	with	diverse	teams	to	drive	innovatin	and	solve	real-world	challenges.	UC
###ARTICLEI	am	excited	about	the	opportunity	to	join	a	renowned	engineering	program	at	Berkeley	that	aligns	with	my	research	interests	and	career	aspirations.	I	am	particularly	drawn	to	working	with	esteemed	faculty	members	and	contributing	to	ongoing	projects	in	the	[specific	research	area].	The	UC	Berkeley	community	is	known	for	its
excellence	in	research	and	education,	and	I	am	eager	to	be	a	part	of	it.	I	have	been	impressed	by	the	school's	emphasis	on	interdisciplinary	collaboration	and	cutting-edge	research,	which	resonates	with	my	own	interests	and	goals.	As	a	future	researcher,	I	believe	that	this	environment	will	provide	me	with	the	ideal	platform	to	develop	my	skills	and
make	meaningful	contributions.	Throughout	my	academic	journey,	I	have	been	driven	by	a	passion	for	innovation	and	problem-solving.	I	am	excited	about	the	prospect	of	working	on	projects	that	have	the	potential	to	positively	impact	society.	My	research	accomplishments	and	potential	are	well-suited	for	this	program,	and	I	am	confident	that	I	can
make	a	valuable	contribution	to	the	university's	community.	I	would	like	to	thank	you	for	considering	my	application,	and	I	look	forward	to	discussing	my	candidacy	further.	I	am	excited	about	the	opportunity	to	support	Soul	Soup	Kitchen	by	utilizing	my	skills	and	experience	in	areas	such	as	food	drives,	mentoring	underprivileged	youth,	etc.	These
experiences	have	taught	me	the	importance	of	empathy,	teamwork,	and	adaptability	when	working	within	a	dynamic	community	setting.	In	addition	to	my	background	in	volunteer	work,	I	possess	valuable	skills	that	would	be	beneficial	to	your	organization.	As	a	professional	with	a	passion	for	helping	others,	I	am	confident	that	my	expertise	can
enhance	the	quality	of	the	meals	and	services	provided	to	those	who	rely	on	your	organization.	I	look	forward	to	discussing	how	my	skills	and	experiences	can	contribute	to	the	ongoing	success	of	Soul	Soup	Kitchen.	I	am	eager	to	make	a	positive	impact	on	the	lives	of	individuals	in	need	and	support	the	vital	work	being	done	at	your	organization.	As	a
seasoned	financial	analyst,	I	have	had	the	privilege	of	working	at	[Previous	Company]	where	I	played	a	pivotal	role	in	analyzing	financial	data,	forecasting	trends,	and	developing	strategic	recommendations	to	drive	business	growth.	My	strong	analytical	and	quantitative	skills	enabled	me	to	identify	opportunities	for	cost	savings	and	revenue
generation,	resulting	in	a	remarkable	increase	in	profitability	over	the	past	year.	I	am	well-versed	in	various	financial	analysis	tools	and	software,	including	[specific	tools],	which	have	allowed	me	to	efficiently	manage	large	datasets	and	generate	actionable	insights	for	decision-making.	My	ability	to	communicate	complex	financial	information
effectively	to	both	technical	and	non-technical	audiences	sets	me	apart	as	a	valuable	asset	to	any	organization.	I	am	excited	about	the	prospect	of	joining	[Company	Name]	due	to	its	innovative	culture,	which	aligns	with	my	own	values	and	work	style.	I	am	confident	that	my	skills	and	experience	make	me	an	ideal	candidate	for	this	role,	and	I	have
attached	my	resume	for	your	review.	I	would	welcome	the	opportunity	to	discuss	my	qualifications	further	and	explore	how	I	can	contribute	to	[Company	Name]'s	continued	success.	Thank	you	for	considering	my	application,	and	I	look	forward	to	speaking	with	you	soon.	I	am	writing	to	express	my	enthusiasm	for	the	Business	Analyst	position	at
[Company	Name].	I	wanted	to	reiterate	my	strong	interest	in	this	role,	as	I	believe	my	skills	and	experience	make	me	an	excellent	fit	for	your	team.	Since	submitting	my	application,	I	have	continued	to	research	[Company	Name]	and	was	particularly	impressed	by	[specific	project	or	initiative].	As	a	Business	Analyst	with	expertise	in	data	analysis,
process	improvement,	and	project	management,	I	am	confident	that	my	abilities	will	contribute	to	the	ongoing	success	of	projects	like	these	at	your	company.	Some	key	aspects	of	my	background	include	proficiency	in	Excel,	SQL,	and	Tableau,	as	well	as	strong	communication	and	collaboration	skills.	I	understand	that	you	may	be	reviewing	numerous
applications	for	this	position,	but	I	wanted	to	take	a	moment	to	reiterate	my	enthusiasm	for	this	opportunity	and	my	strong	belief	that	my	skills	and	experience	align	with	[Company	Name]'s	values	and	goals.	Please	find	my	resume	attached	for	your	reference,	and	do	not	hesitate	to	reach	out	if	you	require	any	additional	information.	I	would	be
grateful	for	the	opportunity	to	discuss	my	candidacy	further	and	demonstrate	how	I	can	be	a	valuable	addition	to	your	team.	Dear	Hiring	Manager,	I	am	excited	to	apply	for	the	opportunity	to	join	Later	as	a	Creative	Director,	where	I	can	utilize	my	passion	for	storytelling	and	creative	leadership	to	drive	innovative	marketing	campaigns.	With	a	proven
track	record	of	leading	diverse	teams	and	developing	successful	marketing	strategies,	I	am	confident	that	my	expertise	would	be	a	valuable	asset	to	your	agency.	Throughout	my	career,	I	have	consistently	demonstrated	an	ability	to	foster	collaborative	environments,	push	the	boundaries	of	creativity,	and	deliver	impactful	results.	Some	of	my	proudest
accomplishments	include	spearheading	[specific	marketing	campaign	or	initiative],	which	resulted	in	[desirable	outcome].	I	am	eager	to	bring	my	skills	and	experience	to	Later	and	contribute	to	the	continued	success	of	your	agency.	I	am	particularly	drawn	to	Later's	unique	approach	to	content	creation,	which	aligns	with	my	own	passion	for	crafting
authentic	and	captivating	narratives.	I	am	excited	about	the	opportunity	to	discuss	my	candidacy	further	and	demonstrate	how	my	vision	and	expertise	would	be	a	perfect	fit	for	your	team.	Thank	you	for	considering	my	application.	I	look	forward	to	the	possibility	of	speaking	with	you	soon.	Sincerely,	[Your	Name]	A	well-crafted	cover	letter	is	tailored
to	the	specific	job	and	company,	showcasing	the	candidate's	genuine	interest	in	the	position.	It	highlights	relevant	skills,	experiences,	and	accomplishments,	even	if	not	directly	related	to	the	job.	A	concise	and	professional	tone	makes	it	suitable	for	electronic	communication.	Including	a	sentence	about	employment	gaps	can	help	clarify	any	questions
that	the	resume	may	not	answer.	Mentioning	willingness	to	relocate	or	discuss	salary	can	also	be	beneficial.	However,	the	salary	should	be	discussed	in	subsequent	interviews	rather	than	in	the	cover	letter.	A	good	cover	letter	effectively	complements	a	resume	by	explaining	why	the	candidate	is	the	right	person	for	the	job.	It	requires	effective
demonstration	of	skills	and	experience.	Fortunately,	examples	like	these	guide	can	inspire	and	assist	in	writing	an	impressive	cover	letter.	Given	article	text	here	The	candidate	who	stands	more	chance	to	make	a	positive	and	lasting	impression	should	start	building	their	cover	letter	by	using	a	modern	resume	template	that	matches	the	industry's
needs,	a	personal	greeting	to	the	HR	manager,	measurable	achievements,	and	detailed	contact	information.	The	key	elements	of	a	great	cover	letter	are	having	an	error-free	and	reader-friendly	format,	being	experience	and	achievement-oriented,	highlighting	passion,	listing	awards,	concluding	with	a	call	to	action,	having	ideal	length,	drawing
attention	to	strong	points,	using	a	minimalistic	or	modern	template,	focusing	on	skills	and	achievements,	being	formal,	incorporating	memorable	colors	and	clear	lines,	using	an	attention-grabbing	introduction,	calling	the	HR	to	action,	and	making	it	concise	and	traditional.paraphrased	text	here	You	can	simply	choose	one	of	our	tested	cover	letter
templates	to	get	started!	Once	you	have	your	contact	details	ready,	the	next	step	is	to	address	the	hiring	manager.	A	good	idea	is	to	find	the	hiring	manager’s	name	and	greet	them	directly	instead	of	using	the	standard	“Dear	Sir	or	Madam.”	This	shows	you	care	about	the	company	and	took	time	to	research	the	job.	So,	how	do	you	find	the	hiring
manager’s	name?	One	way	is	to	check	LinkedIn	for	the	head	of	the	relevant	department.	For	example,	if	you’re	applying	for	a	Communication	Specialist	role	at	Novoresume,	the	hiring	manager	is	likely	the	Head	of	Communications	or	Chief	Communications	Officer.	If	you’re	applying	for	a	server	position	at	a	restaurant,	you’d	look	for	the	restaurant
manager.	If	that	doesn’t	work,	check	the	company’s	“Team”	page.	You	might	find	the	right	person	there.	If	you	still	can’t	find	the	hiring	manager’s	name,	use	these	alternatives:	Dear	[Department]	Hiring	Manager,	Dear	Hiring	Manager,	To	Whom	It	May	Concern,	or	Dear	[Department]	Team.	Recruiters	receive	hundreds,	sometimes	thousands,	of
applications.	They	probably	won’t	read	every	cover	letter	thoroughly.	So,	it’s	important	to	grab	their	attention	right	from	the	start.	Most	cover	letter	openings	are	too	generic,	like	“Hey,	my	name	is	Jonathan	and	I’d	like	to	work	as	a	Sales	Manager	at	XYZ	Inc.”	This	just	says	you’ve	worked	the	job	before,	which	isn’t	helpful.	Instead,	start	with	2-3	top
achievements	related	to	the	position.	For	example:	Dear	Josh,	My	name’s	Michael	and	I’d	like	to	help	XYZ	Inc.	hit	and	exceed	its	sales	goals	as	a	Sales	Manager.	I’ve	worked	with	Company	X,	a	fin-tech	company,	for	3+	years.	As	a	Sales	Representative,	I	generated	an	average	of	$30,000+	in	sales	per	month	(beating	the	KPIs	by	around	40%).	I	believe
my	previous	experience	and	sales	skills	make	me	the	right	candidate	for	the	role.	The	second	example	shows	you’re	a	top	performer,	while	the	first	just	says	you’ve	worked	a	sales	job.	Which	one	would	you	invite	for	an	interview?	Exactly!	Cover	letters	let	you	expand	on	your	resume	achievements	and	prove	you’re	the	right	fit.	First,	read	the	job	ad	to
understand	the	required	skills	and	experiences,	then	ensure	your	cover	letter	highlights	those.	In	my	previous	role	as	a	Facebook	Marketing	Expert	at	XYZ	Inc.,	I	managed	customer	acquisition	through	ads,	handling	a	monthly	Facebook	ad	budget	of	$20,000+.	As	the	sole	digital	marketer,	I	created	and	managed	the	ad	process	end-to-end,	including
copy,	images,	targeting,	and	optimization.	I	also	worked	on	other	online	PPC	channels	like	Google	Search,	Twitter,	Reddit,	and	Quora.	The	HR	manager	doesn’t	just	check	if	you’re	good	at	the	job.	They	also	look	for	someone	who	fits	the	company	culture.	After	all,	employees	who	don’t	fit	in	often	quit,	costing	the	company	up	to	50%	of	their	annual
salary.	To	convince	the	hiring	manager	you’re	a	good	fit,	research	the	company	and	find	what	you	like	about	them	or	the	workplace.	Know	things	like	their	business	model,	product/service,	and	culture.	Will	you	be	micromanaged	or	have	autonomy?	Turn	your	top	reasons	into	text	and	add	them	to	your	cover	letter!	To	make	the	ending	memorable,
wrap	up	any	points	left	out,	thank	the	hiring	manager,	and	include	a	call	to	action.	End	with	a	formal	sign-off	like	Best	Regards,	Kind	Regards,	Sincerely,	or	Thank	You.	Lastly,	always	proofread	your	documents	to	avoid	typos.	If	you	have	more	questions,	check	out	our	resources!	###To	write	a	simple	yet	professional	cover	letter,	start	by	including
essential	elements:	your	header	with	personal	information,	a	formal	greeting	to	the	hiring	manager,	an	attention-grabbing	opening	paragraph,	a	second	paragraph	explaining	why	you're	a	good	candidate	for	the	job,	and	a	formal	closing	with	a	call	to	action.	The	three	main	parts	of	a	cover	letter	are	typically	the	introduction	(header,	greeting,	and
opening	paragraph),	the	sales	pitch	(the	body	of	the	letter),	and	the	conclusion	(formal	closing	and	signature	line).	A	great	cover	letter	should	be	tailored	to	each	job	you're	applying	for,	addressing	the	hiring	manager	by	their	name	whenever	possible.	In	the	opening	paragraph,	mention	1-2	of	your	top	achievements	that	are	relevant	to	the	job,	and
emphasize	how	you're	a	good	culture	fit	for	the	company.	To	make	a	strong	impression,	wrap	up	the	closing	paragraph	with	a	call	to	action	that	leaves	a	lasting	impression	on	the	hiring	manager.	Having	a	clear	and	well-designed	cover	letter	can	help	grab	attention,	stand	out	in	a	crowded	job	market,	and	showcase	your	skills	and	experiences.	Using
cover	letters	effectively	is	essential	in	making	your	resume	stand	out,	even	for	those	without	direct	experience.	Fortunately,	there	are	various	ways	to	market	yourself	and	tailor	your	application	package	to	each	job	you	apply	for.	Following	these	simple	guidelines	will	help	you	craft	a	professional	resume,	but	remember	that	there's	no	magic	formula	to
create	one.	Having	your	experience,	skills	and	achievements	tailored	to	fit	that	role	can	be	done	in	many	different	ways,	so	think	outside	the	box.	Don't	be	afraid	to	highlight	transferable	skills	which	are	valuable	to	any	employer.	Tailor	your	resume	to	the	job	you're	applying	for	-	make	sure	that	the	language	used	matches	the	job	description.	To	make
up	for	a	lack	of	experience,	focus	on	showing	genuine	interest	in	the	organization	and	its	mission.	Mention	specific	projects	or	values	that	resonate	with	you	and	express	enthusiasm	for	the	role.	A	memorable	closing	capitalizes	on	your	cover	letter	and	increases	the	chances	of	recruiters	inviting	you	for	an	interview.	Writing	a	simple	and	short	cover
letter	is	better	than	not	having	one	at	all,	so	keep	it	concise	and	focused.	Minimalize	Distractions	with	Clean	Design	Prioritize	Your	Message	and	Writing	Quality	for	Academic,	Editorial,	or	Professions.	Balanced	Alignment	Ensures	Equal	Visual	Weight	Across	Sections	for	a	Structured	Appearance.
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