Cover Letter Outline (Name here)
City, State, phone number, and email address (same letterhead as your resume)

Date you are applying

Hiring Manager’s Name (Optional, if known)
Hiring Manager's Job Title (Optional, if known)
Company Name
Company Address

Dear (Hiring Manager’s Name or Hiring Committee),

1st PARAGRAPH
Describe what you’re applying for and how you found it: 
Highlight why you are interested in their company (how do they align with your passion or past experiences?):
What 1-2 things make you a qualified candidate for this job?
· Qualification 1: 
· Qualification 2: 

2nd PARAGRAPH – Qualification 1, where you got it (example), and how it applies to the role.
Qualification 1: 
Qualification 1 example (using CAR Method): 
· Challenge you encountered: 
· Action you took to address it:
· Result: 
· Relate it back to job posting: 

3rd PARAGRAPH – Qualification 2, where you got it (example), and how it applies to the role.
Qualification 2: 
Qualification 2 example (using CAR Method): 
· Challenge you encountered: 
· Action you took to address it:
· Result: 
· Relate it back to job posting: 

LAST PARAGRAPH:

Relate to your qualifications again:
Thank them for their time and consideration & reiterate your interest in the position and/or company:
Express enthusiasm and give a polite call to action to discuss the role further (Ex. I look forward to the opportunity to speak with you further about the role/about my qualifications/experiences…)

Sincerely,
Signature

Your first and last name
