Your Name

Your Address

City, State ZIP Code
Email Address
Phone Number
Date

Recipient Name
Company Name
Company Address
City, State ZIP Code

Dear [Recipient Name],

I am writing to express my strong interest in the [Job Title] position at [Company Name], as advertised
on [where you found the job listing]. With a solid background in [your technical field, e.g., software
development, IT support, data analysis], and [number] years of hands-on experience, | am confident in
my ability to contribute effectively to your team and help drive [Company Name]'s continued success in
the technology sector.

During my tenure at [Previous Company], | successfully [describe a notable technical project, task, or
responsibility], demonstrating my proficiency in [key technologies, languages, or tools relevant to the
job]. My role involved collaborating with cross-functional teams to develop innovative solutions for

[specific challenges or projects], which improved efficiency by [insert measurable outcome or result].

My key technical skills include:

[Skill #1: Relevant technology or programming language]

[Skill #2: Relevant software, platform, or methodology]

[SKill #3: Soft skills, e.g., troubleshooting, collaborative problem-solving]
And more as outlined in the job description

| am particularly attracted to [Company Name] because of your commitment to [mention something
specific about the company culture, mission, recent projects, or values]. | am eager to bring my
innovative mindset and technical acumen to your organization, and | am excited about the opportunity
to contribute to [specific company initiative or project, if known].

| have attached my resume, which provides further details about my technical background and
professional achievements. | look forward to the opportunity to discuss how my skills and experiences
align with the needs of your team. Thank you for considering my application.

Sincerely,

[Your Name]



