[Full Name]
[City, Country]
[Phone] | [Email]

[Date, e.g. 20 October 2026]

[Hiring Manager's Name]
[Job Title of the Reader]
[Company Name]

Re: [Job Title]
Dear [Hiring Manager's Name],

| am writing to apply for the [Job Title] position at [Company Name]. | graduated in [subject] from
[school or university] in [year], and | am looking for a first role where | can put [skill] to work and learn
from an experienced team.

During my studies | [project or task with a result, e.g. led a four-person team that built a booking app
used by 200 students]. Working part-time at [employer] taught me [skill the posting asks for, e.g. staying
calm with customers at busy times]. | am comfortable with [tools or software from the posting].

| am interested in [Company Name] because [specific reason]. Your posting mentions [requirement],
which is exactly the kind of work | want to build a career in.

| am available to start [date] and happy to come in for an interview at your convenience. Thank you for
considering my application.

Kind regards,
[Full Name]



