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RESUME HEADER Address (Optional) • [email protected] • 479-555-5555 • linkedin.com/in/yourname/



Date Hiring Manager’s Name Hiring Manager’s Title Company Name Company Address Dear Ms. Smith: 1st Paragraph  Tell why you are writing; name the position, field, or general career area you are asking about. Tell how you heard of the opening or organization. If you know someone in the organization, consider mentioning your connection here. 2nd Paragraph  Remember your audience at all times. This isn’t about YOU wanting to work for an organization. This is about why an ORGANIZATION would want to hire you. Mention one or two of your qualifications you think would be of greatest interest to the organization, tailoring your wording to incorporate the keywords they used in the job description. Make an effort not to retell your resume here; instead go into detail on one or two things you mentioned in your resume or use this as an opportunity to talk about your soft skills. If you have had related experience or specialized training, be sure to point it out. Tell why you are particularly interested in THIS employer, location, or type of work; consider using information you found while researching the company as a way to indicate your fit with the organization. 3rd Paragraph  Make your closing statement strong and specific so that the reader will likely take action. Refer the reader to the enclosed application form, resume, and/or transcript. Ask for an opportunity to visit the employer or indicate your plans to visit the area. Indicate that you will follow up with a phone call about the possibility of a meeting. Thank the employer for his/her consideration of your application materials. Sincerely, Your Handwritten Signature (if sending in physical copy of letter) Type Your Name
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