[Your Name]
[Your Job Title]
[Your Phone Number]
[Your Email Address]
[Your Address]
_________________________________________________________________________________________________________
[Date]

[Recipient Name]
[Recipient Job Title], [Company Name]
[Recipient Phone Number]
[Recipient Email Address]
[Recipient Address]

JOB REFERENCE: [Job Title / Position]
Dear [Recipient First Name],

[Introductory paragraph: briefly introduce yourself and explain why you're writing. Mention the role you're applying for and how you heard about it.]

[Second paragraph: explain your qualifications, skills, and achievements that match the job requirements.]

[Final paragraph: express enthusiasm, thank the recipient for their time, and indicate your interest in discussing further.]



Sincerely,
[Your Name]
[Your Signature]
