It Can Be A Headache Trying To Find The Right Candidate To Fill Your {LIST THE JOB TITLE} Position, But I’m Reaching Out To You To Hopefully Make This Process A Lot Easier For You! 

Your Name

Address

Phone Number 

Email (optional) 

Date

Name of Receiver

Job Title 

Company Name 

Address

Dear___________: 

I recently noticed that you were hiring for {LIST THE JOB TITLE}, and I’m reaching out to you because I’d like to share some ideas with you about ways that I can add value to your organization by being in that position. 

I just submitted my application on {LIST THEIR WEBSITE OR JOB POSTING SITE}.  You’ve probably already received hundreds of other resumes, so I thought it might be helpful for me to include my resume with this letter.  

Once you’ve reviewed my resume, if you feel that I might potentially be a great fit for your organization, I’d like to schedule some time with you to speak over the telephone or even go to lunch so I can discuss some of the ideas that I have with you.  I think you’ll be impressed! 

Thanks for taking time to read my letter, and I hope to connect with you in the near future! 

Committed To Your Success, 

{Erase this and sign here}

Print Your Name

