Your Name
Email | Phone | LinkedIn (optional)
City, State
Date
Hiring Manager’s Name
Company Name
Company Street Address
City, State ZIP

Dear [Mr./Ms. Last Name] / Dear Hiring Manager,
Paragraph 1 — Introduce Yourself & Make Your Case
State the position you are applying for and how you learned about the opportunity. Then immediately connect your background to the role. Briefly highlight your major, degree, relevant experience, project, or other qualification that makes you a strong candidate.
Think: Who am I, what am I applying for, and why should this employer keep reading?
I am a [year/degree/major] at [university] applying for the [position title] position at [company], which I learned about through [Handshake/LinkedIn/Engineering Expo/referral/etc.]. Through my coursework in [relevant area] and experience with [project, internship, job, organization, or skill], I have developed [2–3 relevant skills] that I am excited to bring to [company/team].
Paragraph 2 — Show What You Can Contribute
Explain why you are interested in this specific company and position but keep the focus on what you can contribute. Identify something specific about the company's work, products, services, projects, culture, or mission that interests you.
Then provide 1–2 specific examples of accomplishments, experiences, or projects that demonstrate your ability to contribute. Don't simply repeat your resume; explain the impact, what you learned, or how the experience prepared you for this role.
Think: What can I do for this employer that will make me valuable?
I am particularly interested in [company/position] because [specific reason related to the company, work, product, project, or industry]. In [course/project/internship/job], I [specific action or accomplishment], which allowed me to develop [skill/knowledge]. As a result, I [result, impact, or outcome]. I would bring this same [skill/approach/strength] to [specific team, project, or responsibility] at [company].
Paragraph 3 — Target the Job Description
Choose one important qualification, skill, or attribute from the job description and demonstrate that you have it. Use a specific example rather than simply claiming that you possess the skill.
This paragraph should answer:
“Why are you particularly well suited for THIS position?”
The [skill/qualification/attribute] highlighted in the position description is another area where I can contribute. Through [specific experience], I [describe what you did]. This experience strengthened my ability to [relevant skill], particularly when [brief context/challenge]. I am confident that this experience would allow me to contribute effectively to [specific responsibility or goal] in this role.
Closing Paragraph — End with Confidence
Thank the reader for their consideration and express genuine interest in discussing the position. Rather than simply saying you are “looking forward to hearing from you,” confidently invite the next step.
Thank you for considering my application for the [position title] position. I would welcome the opportunity to discuss how my [education/experience/skills] could contribute to [company/team]. I look forward to learning more about the position and your organization. Please feel free to contact me at [phone number] or [email address] if I can provide any additional information.
Sincerely,
Your Name

