[Your Full Name]
[City, Country]  |  [+00 000 000 0000]  |  [name@email.com]  |  [linkedin.com/in/yourname]
[Date — e.g. 5 October 2026]
[Hiring Manager’s Name]
[Job Title]
[Company Name]
[Company Address or City, Country]
Re: Application for [Job Title] — [Reference number, if any]
Dear [Mr / Ms Surname, or Hiring Manager],
[Opening — why you are writing. Name the role and where you saw it, then give one sentence on why you are a strong fit. Example: I am writing to apply for the Financial Analyst role advertised on your careers page. With five years of experience in budgeting and management reporting, I would welcome the chance to support your finance team.]
[Your fit — two or three specific achievements that match the main requirements in the advert. Use numbers where you honestly can. Example: In my current role I rebuilt our monthly reporting pack in Excel, reducing preparation time by 40% and giving managers results three days earlier.]
[Why this company — show you have read about them. Mention something specific (a product, value, market or recent news) and how your skills would help.]
[Close — thank them, say you would welcome an interview and confirm how to reach you. Example: Thank you for considering my application. I would welcome the opportunity to discuss how I can contribute, and I am available at your convenience.]
Yours sincerely,
[Your Full Name]


HOW TO USE THIS TEMPLATE — delete this page before sending
Cover Letter Template
A good cover letter is short — usually under one page — and explains why you fit this specific role. It should add to your CV, not repeat it.
Fill it in
1. Replace every [bracketed] placeholder. Search for “[” with Ctrl+F to check none remain.
1. Use the same name and contact line as your CV so both documents match.
1. If you know the hiring manager’s name, use it with “Yours sincerely”. If not, write “Dear Hiring Manager” and close with “Yours faithfully” (UK style) or “Sincerely”.
What makes it work
1. Write a new letter for each application — generic letters are easy to spot.
1. Pick two or three requirements from the advert and give a real example for each.
1. Keep paragraphs to three or four lines and the whole letter to around 250–400 words.
1. Be specific and truthful. Do not claim skills or results you cannot discuss in an interview.
Before you send
1. Check the company name and job title are correct everywhere.
1. Save as PDF unless asked otherwise, e.g. Firstname-Lastname-Cover-Letter.pdf.
1. If applying by email, you can paste the letter into the email body and attach your CV.
Free template from BabaDigit · babadigit.com · General guidance only, not legal or career advice.
