FIRST LAST                
                                                       Phone: XXX-XXX-XXXX
                                                                                                                          Email: XXXXXXXX@XXX.com 

DATE

NAME OF HIRING MANAGER

COMPANY NAME

ADDRESS

POSTAL CODE
Dear NAME OF HIRING MANAGER,

It is with great interest and excitement that I am submitting my resume and application for the position of [ ENTER POSITION HERE  ] at [COMPANY NAME].  As a highly skilled and efficient [PROFESSIONAL TITLE}, I am looking forward to the opportunity to add value to your team. 

Regarding the [INSERT JOB TITLE] position, please find attached a copy of my resume for your consideration. As my resume demonstrates, having over X years of experience I have developed a wide range of skills that meet and exceed the expectations for the role. Specifically, my experience in [X, Y and Z – customize this to speak to the actual posting] demonstrate why I am the ideal candidate for this position. 
I appreciate [company name’s] [values of, or commitment to, or some reason why you connected with the company], I value working for a company that is a leader in the [ oil and gas, non-profit …. ]  sector and one that demonstrates a clear commitment to [X]. 

Thank you for your time and consideration.

Yours sincerely,
 

NAME
