
Your Name
Your Address
Your City, State Zip Code
Your Phone Number
Your Email

Date

Hiring Manager’s/Recruiter’s Name
Hiring Manager’s/Recruiter’s Title
Organization/Company Name
Address
City, State Zip Code

Dear Mr./Ms. [Hiring Manager’s/Recruiter’s Last Name]


When I found the opening for the [Position] with [Organization/Company Name] I felt as if it was addressed to me. In my current position as [Position] at [Organization/Company Name], I’ve improved [achievement] by [%] in [months/years] which resulted in [Number + Result]. I’m sure I can use my expertise to bring similar results for [Organization/Company Name].
In my current position as a [Position] with [Current Organization/Company Name], my key challenge has been [Main Responsibility]. Here are some of my recent results:
Succeeded at expanding [Achievement] by [%] since [Year].
Skyrocketed [Achievement] scores by [%].
Optimized [Achievement], saving the company [$/hours] a [month/quarter/year].
Led a team of [Number] employees to increase [Organization/Company Name] revenue by [%] in [Number] years.
My team has scored [Achievement] [Number] months/years in a row
I know that [Organization/Company Name]’s current plans involve [Company’s Plans]. It would be an exciting opportunity for me to use [Your Skill] developing [Company’s Project].
Can we schedule a meeting [Date] to discuss my solutions for boosting [Organization/Company Name]’s [Revenue/Traffic/Customer Satisfaction] by [%] in the next quarter?
Sincerely/Best regards,

Your Full Name

Your Phone Number
Your Email Address
Your LinkedIn Account

