Cover Letter
Free template and a complete example from all-docs.net. No signup required. Open with a result, not "I am writing to express my interest," and keep it to one page.
Template
[Your Name]
[City, State]  |  [Email]  |  [Phone]

[Date]

Dear [Mr./Ms. Surname],

[Opening: name the exact role, and lead with the company's challenge or your strongest relevant result. Do not open with "I am writing to express my interest."]

[Proof: one relevant achievement with a number, and the method behind it. Do not restate your whole resume.]

[Fit: connect what you did to what the posting asks for, using its wording, and say what you would do in the role.]

Thank you for your consideration.

Sincerely,
[Signature]
[Your Name]
Filled example
Maria Alvarez
Columbus, OH  |  maria.alvarez@example.com  |  (614) 555-0142

18 July 2026

Dear Ms. Chen,

When your team opened the Midwest region last year, the hard part was holding service quality steady while volume doubled. That is the problem I spent three years solving at BrightLine, and it is why I am applying for the Operations Manager role at Nortec.

At BrightLine I ran a support team of 14 through a period when ticket volume grew 90 percent. I rebuilt the triage process and the shift schedule, and we cut average resolution time from 26 hours to 9 while holding satisfaction above 92 percent. The playbook I wrote is still the one the team uses.

Your posting asks for someone who can scale a team without losing the customer. That is the exact work I have done, and I would bring the same process discipline to Nortec's expansion. I have attached my resume, and I would welcome the chance to talk through how I would approach the first 90 days.

Thank you for your consideration.

Sincerely,
Maria Alvarez

Names, addresses, phone numbers and email addresses in the examples above are fictional. Replace every one of them with your own before you send anything.
Free template from all-docs.net/cover-letter/how-to-write-a-cover-letter/
