Cover Letter Format for Job Application

Your Name

Your Address

City, State, ZIP Code
Email Address

Phone Number
Date

Recipient Name
Recipient's Title
Company Name
Company Address
City, State, ZIP Code

Subject: Application for [Job Title] Position
Dear [Recipient Name],

| am writing to express my interest in the [Job Title] position at [Company Name] as advertised on [Source].
With my background in [Your Field/Expertise] and my proven experience in [Relevant Skills/Industry], |am
confident in my ability to contribute effectively to your team.

In my previous role at [Previous Company], | [describe a relevant achievement, responsibility, or
project]. My experience with [Specific Tool/Software/Process] has strengthened my ability to [Key Skill or
Task], which | believe will be highly valuable for [Company Name].

| am particularly drawn to [Company Name] because of [specific reason related to the company or its
values]. | am eager to join your team and help your organization achieve its goals.

Thank you for considering my application. | have attached my CV for your review. | look forward to discussing

how my skills and experiences align with your needs.

Sincerely,

[Your Name]

Important Notes:

e Keep your cover letter concise—ideally one page in length.
e Customize each cover letter for the job and company you are applying to.
e Highlight your most relevant skills and achievements.

e Always proofread for grammar and spelling errors.



e Use a professional format and tone throughout the document.
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