ROBERTA OSBORNE
PROFESSIONAL JOB TITLE


+012-345-6789  |  roberta.osborne@gmail.com  |  New York, NY  |  linkedin.com/in/roberta.osborne



Date Here
Winston Garrett
Hiring Manager
Company Name


Dear Mr. Garrett (or Dear Hiring Manager):
The opening paragraph of the cover letter should incorporate the job title and position you are applying for, as well as where you encountered the job listing or posting. Make clear what interested you in that role and specific company. This will let the company know that you are applying out of true interest and that you have completed necessary research on the position and company. 
The second paragraph of the cover letter will provide a succinct overview that takes into account your background and its correlation to the company and position you are applying for. This is the portion of the cover letter that will list and emphasize skills, attributes, achievements, and anything else that makes you a prime candidate.
The next paragraph of your cover letter should emphasize an additional yet relevant achievement or skillset. Avoid repeating information given in your resume, and instead work on fleshing out particular instances that demonstrate your capability to fill the role in a seamless manner.
The final paragraph of the cover letter should provide a brief summary of why you are applying and what makes you the perfect candidate for the position. Let the person or company know you look forward to their response and will be on the lookout for their reply and any next steps that come with it.

Sincerely,
Roberta Osborne
[bookmark: _GoBack]








