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[Your Name] 
[Email Address] | [Phone Number] | [LinkedIn Profile] 

[Date] 

[Hiring Manager’s Name] 
[Company Name] 
[Company Address]  

Dear [Hiring Manager’s Name], 

I was thrilled to see the opening for [Position Title] at [Company Name], 
and I couldn’t resist applying. As someone who has always been passion-
ate about [Industry/Topic], I believe I can bring a fresh perspective and 
energy to your team. My skills in [Key Skills] and experience with [Relevant 
Experience] will help me make an immediate impact at your organization. 

At [Previous Company], I was responsible for [mention key duties or proj-
ects], where I [mention a result or achievement]. This role gave me the 
opportunity to hone my  [specific skill], and I am eager to apply this to the 
challenges at [Company Name]. 

Beyond my professional qualifications, I am drawn to [Company Name] 
because of your commitment to [specific values, projects, or industry 
contributions]. I’d love to be part of a team that is making such an exciting 
difference. 

Thank you for your time and consideration. I look forward to the  
opportunity to discuss how I can contribute to your success.

Best regards,
[Your Name]
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[Your Name]  

[Email Address] 
[Phone Number]  

[Date]  

[Hiring Manager’s Name] 
[Company Name] 
[Company Address - City, State, ZIP Code] 

Dear [Hiring Manager’s Name], 

I am writing to express my interest in the [Position Title] position at [Compa-
ny Name] as advertised on [Job Board/Company Website]. With my back-
ground in [Your Field/Industry] and my strong skills in [Key Skills], I believe I 
am an excellent fit for this role.
In my previous position at [Previous Company], I successfully [mention a 
key achievement or responsibility related to the new role]. This experience 
has equipped me with the [specific skill set] necessary to contribute effec-
tively to your team.
I am particularly excited about the opportunity to work at [Company Name] 
because of [reason you’re interested in the company or its mission]. I am 
confident that my expertise in [Specific Skill] and my passion for [Related 
Interest] would be valuable assets to your team.
Thank you for considering my application. I would welcome the chance to 
discuss how I can contribute to your team at [Company Name]. Please find 
my resume attached for your review.

Sincerely, 
[Your Name]
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[Your Name] 
[Your Contact Information] 
[Date] 
[Hiring Manager’s Name] 
[Company Name] 
[Company Address]  

Dear [Hiring Manager’s Name], 

I am writing to apply for the [Position Title] position at [Company Name]. I 
am confident that my experience in [Specific Area] and skills in [Key skills] 
make me a strong candidate for this role.
At [Previous Company], I [mention an achievement or responsibility 
relevant to the new role]. I am excited about the opportunity to bring my 
experience and passion for [Industry/Topic] to [Company Name].
Thank you for considering my application. I look forward to the opportunity 
to discuss my qualifications further.

Best regards,  
[Your Name]
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EXECUTIVE LEVEL RESUME | EVELYN JONES EXECUTIVE LEVEL RESUME | EVELYN JONES 
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EXECUTIVE LEVEL RESUME | EVELYN JONES 
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MID-SENIOR LEVEL RESUME | JOHN DOE 
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MID-SENIOR LEVEL RESUME | JOHN DOE 
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ENTRY LEVEL RESUME | SAMANTHA MILLER
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ENTRY LEVEL RESUME | SAMANTHA MILLER
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