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Dear Hiring Manager at ……..…. (company name)
I am a ……… (profession i.e., teacher/analyst) of …..… years writing to apply for the role of ..…..., which I saw advertised on……………. I believe I am well-suited for the role due to my extensive background in ………….. I was also attracted to applying for this role to build on my ……….. skills and knowledge I have acquired thus far, to continue to professional development at a profound company such as ……….. (to further/start my career within the  ………. field). Please find enclosed my CV for your consideration.
Catch the hiring manager’s attention - introduce yourself and enthusiastically tell the employer why you’re applying. 
You’ll want to make this paragraph specific to each job you apply for. Include why you’re excited about the job and the company, and how the job lines up with your career goals. Avoid making this paragraph sound formulaic by including keywords from the job posting and matching your skills to the employer’s requirements.
As a …….. (previous or current role), I have honed in on my …….. skills as my role actively involves ………. (duties/responsibilities). Having ….. years’ experience has allowed me to take on many different responsibilities in my role in the industry, which in turn has helped me to develop ……… skills. This will enhance my ability to implement positive change at ……… (company name).  
In my current role as …………….. at …………….., I have been responsible for increasing ………. (E.G. incoming client enquiries for our ... product lines by ….% in under 12 months, which helped the business increase its revenue by ….% year-on-year). 
Now that you’ve introduced yourself and established your enthusiasm, it’s time to dig into your most relevant experience and talk about specific qualifications and skills. 
In one or two paragraphs, explain how your previous accomplishments demonstrate your readiness for this new role. Instead, include details that more deeply illustrate those highlights.
I am confident that I can bring this level of success with me to your company and help …….. (company name) build upon their reputation as one of the UK’s (fastest-growing/reputable) ……….. providers. With my previous experience and expertise, I believe I can effectively and actively start contributing to the benefit of your business as soon as possible.
Thank you for your time and consideration. I look forward to arranging a meeting to discuss my application further at your earliest convenience. 
Yours sincerely,
…………..
