TOOLPILOT  /  FREE RESOURCES
Cover Letter Template
A concise structure for tailoring your application to a specific role.
	Before sending  Replace each bracketed prompt, tailor the evidence to the job description, and verify every claim.



	Your name
[Full name]
	Contact
[Email • phone • city]

	Date
[Day Month Year]
	Hiring contact
[Name / company]



Dear [Hiring Manager / Team],
I am applying for the [Role Title] position at [Company]. My experience in [relevant area] aligns with your need for [specific requirement from the posting].
In my recent work at [Organization / project], I [describe an achievement, action, and result]. This demonstrates my ability to [connect the evidence to the role].
I am especially interested in [specific product, mission, or team detail]. I would bring [two relevant strengths] and a practical approach to [the team’s stated goal].
Thank you for considering my application. I would welcome the opportunity to discuss how my experience could contribute to [Company].
Sincerely,
[Your name]
Final review
☐  Mention the exact role and company.
☐  Use one or two specific examples instead of repeating the résumé.
☐  Keep the letter to one page and proofread names, dates, and contact details.
Editable template • Replace bracketed prompts before use




