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Sample Formal Cover Letter

[Your Name]  
[Your Address]  
[City, State, ZIP Code]  
[Email Address]  
[Phone Number]  
[Date]
[Employer's Name]  
[Company Name]  
[Company Address]  
[City, State, ZIP Code]
Dear [Employer's Name],
I am writing to express my interest in the [Job Title] position at [Company Name], as advertised on [Where You Found the Job Posting]. With my strong background in [Relevant Field/Industry] and proven experience in [Key Skills or Achievements], I am confident in my ability to contribute effectively to your team.
In my previous role at [Previous Company], I successfully [describe a relevant accomplishment or responsibility], which has equipped me with valuable skills directly applicable to the requirements of this position. My attention to detail, strong communication abilities, and commitment to excellence have consistently contributed to achieving company goals.
I am enthusiastic about the opportunity to join [Company Name] and further develop my professional skills in a challenging and supportive environment. I have attached my resume for your review and would welcome the opportunity to discuss how my background, skills, and certifications align with your team's needs.
Thank you for considering my application. I look forward to the possibility of contributing to your organization.
Sincerely,
[Your Name]
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