NAME		                
Address, City, Province, Postal Code 		Phone Number
Email Address		         LinkedIn URL (optional)
[image: ]
Month/Day/Year

Name of company
Company address

RE: Job #12345 Position title

Dear Hiring Committee/Human Resources of (Company):

	Indicate your excitement to apply for the position and connect your excitement to one of the company’s recent projects or initiatives. Describe how and where you learned about the company and how the company's mission/values align with your own personal beliefs/values. Write a thesis statement using 3 skills/experiences from the job posting you plan on elaborating in the body paragraph.

CITE THE JOB POSTING BASED ON SKILL #1 FROM THE THESIS
	Point: I developed (skill #1 from the thesis) during (work experience). Proof: Describe the situation you found yourself in, the action that you took, and the results of the action you took which demonstrate (skill #1). Significance: State why (skill #1) makes you a great candidate for the role by making a direct reference to the job posting.

CITE THE JOB POSTING BASED ON SKILL #2 FROM THE THESIS 
Point: In addition, I had the opportunity to work on (skill #2 from the thesis) while (academic experience). Proof: Describe the situation you found yourself in, the action that you took, and the results of the action you took which demonstrate (skill #2). Significance: State why (skill #2) makes you a great candidate for the role by making a direct reference to the job posting.

CITE THE JOB POSTING BASED ON SKILL #3 FROM THE THESIS
Point: Lastly, I learned to (skill #3 from the thesis) when I held the position of (volunteer experience). Proof: Describe the situation you found yourself in, the action that you took, and the results of the action you took which demonstrate (skill #3). Significance: State why (skill #3) makes you a great candidate for the role by making a direct reference to the job posting.

	Summarize the points you proved in the body paragraph and establish that you would be a suitable candidate for the role. Provide your preferred method of contact and indicate when they should expect a response from you based on your schedule. Assert your desire for an interview and thank the employer for their time and consideration.

Sincerely,

(Insert e-signature)

Your name
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