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	Dear [Recipient Name],
I have been researching your company (company name) with regards to a job opening in (desired field) and have an interest in working under your leadership. My friend and former colleague, (insert referenced colleague’s name) have been working as (mention colleague’s job role) in your organization. She has given her kind recommendation letter to you beforehand.
As a person who held the role of (mention previous job title) for (mention months/years), I feel that I can be a great asset to your company. I have experience in (mention skill relevant to the role you are applying for) and I believe that it is an important skill to master in order to perform the job properly.
My career highlights include:
1.(mention one project you have successfully completed).
2.(mention one significant change that you brought about in your company).
3.(insert one achievement that you are proud of).
I am eagerly waiting for your response, and I have enclosed my resume for more details about my personal work and educational qualifications.
Please feel free to contact me to discuss the job opportunity further. My contact details are mentioned in my cover letter and resume.
Kind regards,
(Name)
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