


Hi [Insert hiring manager’s name, if known],

Re: [Insert job title]

[Short paragraph to give an overview of your professional experience and suitability for the role]

[Optional: one line on why you are looking e.g. redundancy and when you’re available from]

[Short paragraph on why you think you would be great for this role – make sure it mirrors what they need from the job spec]

[Sign off e.g. ‘Many thanks for your time and consideration.’]

Yours sincerely



[Your name]
[Your phone number]

[Your LinkedIn profile link]
[Your website/portfolio link]
