Name
[Address, City, ST  ZIP Code] | [Telephone] | [Email]
[Date]
[Recipient Name]
[Title]
[Company]
[Address}
[City, ST  ZIP Code]
Dear [Recipient]:
Create an introduction that highlights how you learned about the position and why you 1. Are interested in the job (motivational fit) 2.  Are qualified for the position (skills fit), and/or 3. Think that the company is a good fit for you at a core level (culture fit).  
After you speak directly to your fit you can highlight specific parts of your experience, training, or education that you feel sets you apart from your competition:
· Job experience highlight bullet number one.  Make these compelling, achievement based bullet points that might be related to items on your resume, but aren’t a direct copy/paste.  
· Job experience highlight bullet number two.   These bullet points should encompass the major elements that make you uniquely qualified for this role.  Think of what makes you stand out from the pack.  Is it a unique role you have in your past work experience, an interesting company you worked for, or a non-traditional type of learning that you bring to the table.  
· Job experience highlight bullet number three.  Consider also if you have any specialization within your field or industry that would be high in-demand or valuable to this employer. 

Finish strong.  Relate your contact information and availability and thank the recruiter for their time and consideration. 
Sincerely,
Name
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