FirstName LastName

youremail@gmail.com  (  cell 123-555-1234  ( www.linkedin.com/in/grunau
Date
Name

Title

Company name

Address

Dear Name
I am a <state your qualifications and background here in a very succinct and brief sentence>.  
In reviewing the position requirements for your <insert position here> I found that my background and experience is a very close match to this position.   
Some of my professional accomplishments are noted in the attached resume.  Below I have summarized some of the key requirements of this position and the match with my qualifications.

	 Position Requirements 
	 My qualifications 

	1. List most important requirement here
	Show how you meet this or have done it

	2. List second more important requirement
	Show how you meet this one as well

	3. List third requirement for their position
	Again show how you are the person for this

	4. List fourth requirement here
	By now you look like the good candidate

	5. List fifth requirement here
	Now you look like the perfect person


As you well know, a resume cannot convey a complete picture of a person’s qualifications and experience.  In view of the close parallel between my qualifications and the position specifications, I would like to meet with you to discuss the <insert position here>, my background, and how I could contribute to the success of your team.
I look forward to speaking with you.

Sincerely,

John Doe
Enclosure: resume
notes for using this cover letter: make sure font style matches your resume.  Read position specification carefully and show how you match their needs.  Customize your resume to also.
