
Your Name
Your Address
City, State ZIP
Email: your.email@example.com
Phone: (123) 456-7890
Date: [Month Day, Year]

Hiring Manager's Name
Company Name
Company Address
City, State ZIP

Dear [Hiring Manager's Name],

I am writing to express my enthusiasm for the [Position Title] role at [Company Name], as
advertised on [where you found the job posting]. As a recent graduate of [Your University] with
a degree in [Your Major], I bring a strong academic background and a proven commitment to
leadership through volunteer service. I am eager to leverage my innovative thinking, teamwork,
and leadership skills to contribute positively to your team.

Throughout my academic career, I actively sought opportunities beyond the classroom to grow
both personally and professionally. Most notably, I served as [Leadership Role, e.g., Team
Leader] for [Volunteer Organization/Initiative], where I led a team of [number] volunteers in
organizing and executing [describe project or event, e.g., community outreach programs,
fundraising events, etc.]. This experience honed my ability to manage diverse groups, problem-
solve under pressure, and foster collaboration to achieve meaningful goals.

My volunteer leadership experiences have given me invaluable skills, including effective
communication, project management, and the capacity to motivate others. I learned to set clear
objectives, delegate responsibilities, and adapt to challenges-all while maintaining a positive
and inclusive team environment. These qualities, combined with my academic achievements,
have prepared me to contribute to [Company Name]'s reputation for excellence and innovation.

I am especially drawn to [Company Name] because of your commitment to [mention a value,
initiative, or project that aligns with your experience or aspirations]. I am confident that my
passion for community service, along with my leadership and organizational skills, would allow
me to make a meaningful impact as a member of your team.

Thank you for considering my application. I would welcome the opportunity to discuss how my
background and skills can be an asset to [Company Name]. I look forward to the possibility of
contributing to your continued success.

Sincerely,
Your Name


