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[MMMM DD, YYYY]
  
[Hiring Manager’s Name] 
[Organization Name]
[Organization Address Line] 
[City, State/Province Zip/Postal Code]

Re: [Position Title] Opportunity + [Competition Number If Relevant]

Dear [Hiring Manager’s Name],
If you were referred to the role, mention it first. An easy formula to follow is: “I was referred to this opportunity by” + [name and role,] + “who I know through” + [professional context (e.g., working together/ know professionally] + “and felt my” + [professional field area] + “expertise and experience aligns strongly with your team’s needs.”
Introduce yourself by briefly summarizing who you are professionally and the value you bring. Highlight what connects you to the specific position, whether that’s your experience, the organization’s mission or the team’s focus. Emphasize a key accomplishment or area of expertise that speaks directly to the needs of the role. An easy formula to follow is: “With over # years of" + [your professional field (e.g., digital marketing or senior software development)] + "experience, I’m known for” + [specific capability or approach] + “with a track record of” + [key accomplishment or measurable impact (e.g., translating insights into authentic campaigns that build trust while growing brand awareness and customer retention)].”
Connect authentically to the organization. Reference something meaningful about their mission, product, approach, or values and explain why it resonates with your interests, working style, values, or goals. An easy formula to follow is: “I’m drawn to” + [organization/role aspect] + [reason that reflects your values, interest, or goals.] + ”This aligns with my focus on using” + [relevant skill/approach/capability] + “to” + [impact toward shared mission, value or goal].
Show how your past achievements directly align with the needs of the position. Start with a brief sentence that frames the type of impact you consistently provide. Next, include one or two accomplishments that best demonstrate your value. Focus on impact and describe what you accomplished (including measurable results where possible), why it was important and how you achieved it using the key skills that are most important to the position. An easy formula to describe your accomplishments is: [Action you took] + [Purpose and result (measurable impact, value, or why it mattered)] + [How you achieved it (skills, methods, or tools)]. 
Reaffirm the value you will bring to the role and close with a confident, professional invitation for further conversation. An easy formula to use is “I look forward to the opportunity to discuss how my” + [key strength/impact] + “can support” + [team/organization mission]. + ”Thank you for your time and consideration”.
Sincerely,
[Your Name]
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