
Inquiry Cover Letter

[Your Name]

[Your Address]

[City, State, ZIP Code]

[Your Email Address]

[Your Phone Number]

[Date]

[Recipient's Name]

[Recipient's Job Title]

[Company Name]

[Company Address]

[City, State, ZIP Code]

Dear [Recipient's Name],

I am writing to express my strong interest in the [Job Title] position at [Company Name]. With a

passion for [industry/field], a track record of [relevant accomplishments], and a commitment to

excellence, I believe I would be a valuable addition to your team.

[Opening Paragraph: Introduce yourself and the purpose of the letter. Mention how you learned

about the job opening or the company, showing your enthusiasm to be a part of their organization.]

[Second Paragraph: Highlight your relevant skills and experiences. Be sure to reference any

qualifications listed in the job posting and how your background aligns with the company's needs.

Use specific examples to demonstrate your abilities and accomplishments.]

[Third Paragraph: Showcase your interest in the company and its mission. Discuss how your values

align with the organization's goals and how you can contribute to its success. If you have

researched recent projects or developments by the company, mention them and explain how you

can contribute to similar initiatives.]

[Fourth Paragraph: If applicable, mention any specific achievements or unique experiences that set



you apart from other candidates. Emphasize your potential to add value to the company and how

you can bring fresh perspectives and innovative ideas.]

[Fifth Paragraph: Express gratitude and eagerness for the opportunity to further discuss your

qualifications in an interview. Provide your availability for a meeting or mention that you are open to

any schedule preferences they may have.]

[Closing Paragraph: Reiterate your enthusiasm for the position and your appreciation for considering

your application. Include a call-to-action, such as inviting the employer to contact you for further

discussions or mentioning that you'll follow up to inquire about the status of your application.]

Thank you for considering my application. I look forward to the possibility of contributing my skills

and expertise to [Company Name]. Please find my resume attached for your review.

Sincerely,

[Your Name]


