
F i r s t  &  L a s t  N a m e 
LinkedIn URL      City, ST      Phone Number     Email Address

Today’s Date

Ms./Mr. Employer Name 
Title 
Company 
Mailing Address 
City, State Zip Code 

Dear Ms. /Mr. _________: (“Dear Hiring Manager” is appropriate if you research and cannot 
find anyone’s name) 

“About” Paragraph: Name the position you’re applying for and what aspect of the job you’re 
most drawn to. If someone that you met (at a networking event, career fair, etc.) encouraged 
you to apply get their permission and mention them by name here. Highlight how your unique 
interest, experience, or approach makes you a great fit for the role.

“Because” Paragraph(s): Sell your skills and support your claims with specific examples. 
Avoid creating a laundry list of skills and focus on your top 2-3 accomplishments that best align 
with the organization’s current needs. Focus this section on what you have to offer instead of 
only discussing what you hope to gain. 

Closing Paragraph: Restate your interest in the position and summarize your preparedness to 
be successful in the organization. Drive home that your research on the company has increased 
and. Indicate when you will follow up on the next steps.

Sincerely, 

Type your first and last name
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Handwritten Signature in Black Ink



F i r s t  &  L a s t  N a m e 
LinkedIn URL      City, ST      Phone Number     Email Address

Specify the job title and desired start date that you are seeking, briefly highlight the skills and/or 
experience you have to offer. Include this section if required by your department/major.

  


