[YOUR FULL NAME]
[Email Address] | [Phone Number]
[Your Address]
[City, Zip Code]


[Date]

[bookmark: _GoBack][Hiring Manager’s Full Name (if known)]
[Company/Organization Name]
[Company Address]
[City, Zip Code]

Subject: Application for [Job Title] Position

Dear [Hiring Manager’s Name / Sir or Madam],

I am writing to express my interest in the [Job Title] position at [Company Name], as advertised on [Job board/website/source]. With my background in [Your Field of Study or Experience] and a strong desire to contribute meaningfully, I am confident that my skills align well with the goals of your organization.

Throughout my experience in [mention relevant area, e.g., marketing, project coordination, customer service, healthcare, etc.], I have developed solid skills in [mention 2–3 relevant skills], and have demonstrated the ability to [mention a key achievement or strength]. I admire [Company Name] for its [mention company value, culture, innovation, etc.], and I would be honored to contribute to your team.

Some strengths I bring to this role include:
· Excellent skills in [communication / problem-solving / teamwork / field-specific tools or systems]
· A proactive attitude and a willingness to learn
· The ability to adapt and perform under pressure

I would welcome the opportunity to further discuss how my background and enthusiasm align with your needs. I am available for an interview at your convenience and can be reached by phone at [Your Phone Number] or email at [Your Email Address].

Thank you very much for considering my application. I look forward to the possibility of contributing to [Company Name] and would be happy to provide any additional information you may need.

Sincerely yours,

[Your Full Name]
