[YOUR NAME]
[Job Title You Are Applying For]
[City, State]  ·  [Phone]  ·  [Email]  ·  [LinkedIn or Portfolio URL]
[Month Day, Year]
[Hiring Manager's Full Name]
[Their Job Title]
[Company Name]
[City, State]
Dear [Hiring Manager's Name],
[Opening: name the role and where you found it. In one sentence, say what you do and the one strength that matters most for this job. Two or three sentences in total.]
[Proof: pick one or two requirements from the job post and show you have done them before. Say what the situation was, what you did and what changed, with a number if you have one. Three or four sentences.]
[Fit: show you know the company. Name a product, a goal or a value from their website or the job post, and say how your experience helps with it. Two or three sentences.]
[Close: thank them, say you would welcome a conversation about the role, and mention that your resume is attached. Two sentences.]
Sincerely,
[Your Name]




