
Your Name
54 Cover Letter Street | Healdsburg, CA 02138 Note: Address is optional
+1 (617) 555-5555 | iceberg@eazl.co | linkedin.com/in/yasmineyoung
[Insert Date]
Note: if your cover letter is an e-mail, take out the contact information and date in the section above. Start your email with the greeting below. If your letter is an attachment, include the contact info and date. 
Dear [Insert Name or use “To whom this may concern:”],
Your team is currently looking for [job title] and it is a pleasure to come forward as a candidate for the position. As I was preparing my application and this letter, [insert something about the organization that will show that you did your research. This might take two sentences.] You surely have multiple candidates to consider, and I feel obligated to honor the importance of this search to [Organization Name] by [(1) offering additional insights into my professional profile that will provide some context around my decision to apply to the position OR (2) sharing additional information about my professional profile beyond what you find on my resume].
[(1) After reading through my resume, you might have noticed brief description of the barrier. OR (2) As you consider my application for this role, it seems pertinent for your team to know describe your X factor in broad terms (ex: …about how well I work in a team setting).] In the rest of this paragraph, if you’re acknowledging a potential barrier then start by saying that you understand that some hiring managers might see it as a barrier. Then redirect the letter to the Big Six Skills in your resume. Finally describe your commitment to your career and to the organization that ultimately decides to hire you. If you’re describing your X factor, first explain why or how your X factor came about (ex: “people who’ve known me for a long time say that I’m a natural communicator”). Then, connect the X factor to how you see this making a positive impact for the organization. Then, wrap up with a summary sentence of this paragraph.
I understand how important it is that [Organization Name] to find a person who [insert something you’ve found in your research or a generic phrase (ex: …can make a positive impact)]. It’s also important that [Organization Name] find someone who will be a [from research OR generic (ex: collaborative, organized, and proactive)] member of the team and that is certainly how others would characterize me. I hope that you have found this letter useful as you consider your pool of applicants and also sincerely hope that we’ll be afforded an opportunity to communicate further. 
Sincerely,
Your Name

