YOUR FULL NAME
City, State · +91-XXXXXXXXXX · your.email@example.com · linkedin.com/in/yourname
12 September 2026
Hiring Manager Name (or "Hiring Manager")
Job Title, Company Name
Company City, State
Subject: Application for [Job Title] — [Job ID if given]
Dear [Mr./Ms. Last Name] / Dear Hiring Manager,
Opening (2–3 lines): name the exact role and where you saw it, then one line on why you are a fit — your strongest matching skill or achievement. Not "I am writing to apply for…" — start with the value.
Body (4–6 lines): the two or three requirements from the job posting that you meet best, each with a concrete example and a number where you have one. Freshers: a project, an internship result, a certification. Use the same words the posting uses.
Closing (2–3 lines): why this company specifically, your availability or notice period, and a clear next step ("I would welcome a 15-minute call"). Thank them once.
Sincerely,
Your Full Name
+91-XXXXXXXXXX · your.email@example.com
Enclosure: Resume
Keep it to one page and under 300 words. Same font as your resume. Save as PDF unless the posting asks for Word. Full guide with three filled samples: atsfirst.com/cover-letter-format
