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Month Day, Year

Name of Person
Job Title
Name of Organization
Address of Organization
City, ST Zip Code

Dear Name of Person:

Express your interest in the position you’re applying for.  Discuss your background and experience from a big picture lens connecting how it will be a value to this position in 1 – 3 sentences.

The body should utilize 2 – 5 concise stories that explains why you would be the best fit for the role.  Start off with your current role or the most recent relevant role.  Discuss the core responsibilities, mission and/or impact that you make in this role.  Discuss specific skills that you utilize and how you successful accomplished a goal using them.  Connect the responsibilities and/or perceived expectations of the role you’re apply to, to how your skills and experience in your job plays a role.

You can have multiple body paragraphs.  Choose a different work experience and make sure to choose another key theme from the job description.  The goal isn’t to capture all of your experience but to show how your background is transferable to the essential part of the job you’re applying to.  Use the same format from the body paragraph above by highlighting another past job of yours, and discussing responsibilities, the mission and the impact you made.  

In the closing paragraph mention your excitement about the opportunity.  From a big picture lens discuss how your background, skills, accomplishments etc translates to the position and/or organization.  

Sincerely,

Handwritten Signature (for hardcopy) / Type Signature

Your Name
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