

Your Name
City, State  ·  555-555-5555  ·  yourname@email.com  ·  linkedin.com/in/yourname

Replace the sample text with your own details. Delete this note before sending.
Date
Hiring Manager Name
Title
Company Name
City, State
Dear Hiring Manager Name,
I am excited to apply for the Job Title role at Company Name. As a rising senior / recent graduate at University Name studying Major with experience in relevant skill or area, I am especially drawn to a specific reason tied to the company, team, mission, or work. Add one sentence that previews why you are a strong fit for this role.
In a class, internship, campus job, research role, student org, or project, I describe the action you took, which helped me result or outcome. That experience strengthened my Skill 1 and Skill 2, both of which I would bring directly to the Job Title / Team.
In a second experience, I describe a challenge, action, or project. By how you approached it, I result, learning, or impact. I would be excited to bring that same transferable skill or mindset to Company Name.
I would welcome the opportunity to contribute to Company Name / Team Name and support a goal, customer, mission, or project. Thank you for your time and consideration. I look forward to discussing how my background in skills or experiences can support your team.
Sincerely,
Your Name



Cover letter guide
Use this page as a draft guide, then delete it before you submit your final letter.

	Keep it strong
• Stay on one page and use the same header style as your resume.
• Tailor each version to the role and company. A strong letter answers “Why this role?” and “Why you?” clearly.
• Use 2 to 3 relevant examples instead of repeating your resume line by line.



Start specific
Open with the role, the company, and a real reason you are interested. Skip broad statements that could fit any employer.
Use student examples confidently
Coursework, capstone projects, research, campus jobs, clubs, athletics, and volunteer work can all be strong evidence when they connect clearly to the role.
Show fit, do not just state it
Instead of saying you are hardworking or a strong communicator, show it with a short example and a clear outcome.
Tailor the middle paragraphs
Pull 2 or 3 skills from the job description and match them to your best examples. Keep the strongest and most relevant stories.
Close with momentum
Thank the reader, mention the team or mission, and signal that you would welcome a conversation.

	Quick edit checklist
• Did you replace every bracketed prompt?
• Could this letter be sent only to this employer? If not, tailor it more.
• Did you proofread the final version and save it as a PDF before submitting?





