Your Name

City, State | Your Email Address | (Optional) Linkedin URL | (123) 555-5555

Date

Dear [Full Name of Hiring Manager or Name of Team]:


[INTRODUCTION PARAGRAPH with the title of the position you’re applying for, why you’re interested in working for this company, a statement about the career you’re pivoting from, and your claim about why the skills from your previous career make you a great fit for the role] 

[FIRST BODY PARAGRAPH: Begin with a topic sentence that states one reason why you’re especially qualified for the position. Then, prove the topic sentence with 2–3 examples from your previous career that are relevant to the new role. When possible, use examples of measurable achievements. Be sure to explain why each example (or all of the examples combined) aligns with the company’s needs.]

[SECOND BODY PARAGRAPH: Start with a topic sentence about a second reason you’re a great fit. Then, describe 2–3 pieces of evidence, and explain why this evidence aligns with the requirements for the prospective role.]

[CONCLUSION PARAGRAPH: Reiterate your enthusiasm and fit for the role, thank the reader for considering your application, and include a call to action (e.g., “I’m eager to learn more about how I can support your team and available for an interview at your earliest convenience”).] 

[COMPLIMENTARY CLOSE  (e.g., “Best regards” or “Sincerely”)],

Your Full Name

