

	

	Name Surname
[Address]  •  [City, ST ZIP Code]  •  [Phone]  •  [Email]

	

	Date
[Recipient Name]
[Title]
[Company]
	[Recipient Street Address]
[Recipient City, ST Zip]

	Dear [Recipient Name] 

	I have been looking for a company that values quality over quantity and cares for employees’ growth and development. I am glad to have come across your company. I was drawn to the position of (job position) as I have experience in this field, under (mention last company's name).
My position at the company can be defined as (mention job role) with responsibilities which include (define your job role). I have managed to carry forward (mention a successful project that you have completed under your previous company). This endeavour has turned out to be successful, with (mention growth in sales, marketing, engagement, shares, customer satisfaction, etc. as desired).
I also have taken up courses such as (mention a course) as well as (mention another course) that taught me valuable skills in the (name of the field). In the future, I plan to complete (mention another course) for better understanding about the field of (job position).
My resume mentions the full extent of my career growth. I hope you will take a look at it and give me a call soon.
Looking forward to hearing from you.

Yours sincerely,
(Name)
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