[bookmark: _GoBack]YOUR NAME HERE
City, State | Telephone | Email | LinkedIn


Month Day, Year


Company Name – Department 
Address 1
Address 2
City, State, Zip Code


Dear Hiring Team [or, use the specific name of whoever is hiring],

[bookmark: _Int_AGc3hGbv][bookmark: _Int_zTZaJA8g]Paragraph One should be an introductory paragraph that highlights why you are interested in the position. Include a sentence about how you discovered the position (Handshake, LinkedIn, the company website, or a referral, etc.). If someone referred you to the position or if you know someone at the company, you can include their name(s) ONLY with that person’s permission. Incorporate a sentence or two about your main strengths, skills, and qualifications that make you a suitable candidate and why you’re excited about the position. 

[bookmark: _Int_u1sT0QVO][bookmark: _Int_r7mPygH1]Paragraph Two should highlight your background and qualifications. Include one or two scenarios in concise, out-come focused and strengths-based language. For example, tell the employer about a time when you practiced great problem solving or critical thinking skills. Describe a time when you led a project and received a positive outcome, worked well with a team or group, or assisted with something that you are proud of. This paragraph can include whichever examples you feel best highlight your qualifications for the role to which you are applying!

[bookmark: _Int_DbLoZOWg]Paragraph Three is your closing paragraph. Use a few sentences here to emphasize why you think you are the best candidate for the role. Indicate that you look forward to hearing from them to answer any questions they may have or about next steps. Include your contact information again in this paragraph if you’d like.

Sincerely,



[Your Name]
 
