HOW TO USE THIS TEMPLATE:  Replace everything in [brackets] with your own information. Delete any sections that do not apply. Arrow notes (►) are instructions — delete those before sending your final cover letter. Keep the letter to one page.

[First Name Last Name]
[City, State]  ·  [(401) 000-0000]  ·  [example@ccri.edu]  ·  [LinkedIn URL — delete if you don’t have one]

► Use the same heading on your cover letter and resume so they look like a matched set.

[Month Day, Year]
► Look up the hiring manager’s name and title on the job posting or the company website. If you can’t find a name, use “Dear Hiring Manager” in the greeting below.
[Hiring Manager’s Name]
[Hiring Manager’s Title]
[Company Name]
[Company Street Address]
[City, State, Zip Code]
► The RE line tells the employer exactly which position you are applying for.
RE: [Job Title] position
Dear [Hiring Manager’s Name / Hiring Manager],
► Opening paragraph: Introduce yourself, name the position, and explain why you are the best candidate. Keep it to 3–4 sentences.
I am writing to express my interest in the [Position Title] at [Company Name], as advertised on [Job Board or Website]. I am [currently completing / a recent graduate of] an Associate Degree in [Your Major] at the Community College of Rhode Island (CCRI) and am eager to apply my academic background and hands-on experience to contribute to your team.
► Body paragraph: Highlight your most relevant skills and experience. Look at the job posting and match your skills to what the employer is asking for. Use specific examples.
During my studies at CCRI, I developed skills in [Skill 1], [Skill 2], and [Skill 3] through coursework such as [Course Name] and hands-on experience in [Internship, Job, Clinical, or Volunteer Work]. These experiences have prepared me to [describe how you would apply these skills in this specific role].
► Optional second body paragraph: Explain why you want to work for this specific employer. Research the company and mention something genuine — their mission, values, reputation, or work.
I am particularly excited about joining [Company Name] because [mention something specific you admire about the company, its mission, or its work]. I am confident that my passion for [Industry or Field] and my commitment to growth will make me a valuable addition to your team.
► Closing paragraph: Thank the employer, restate your interest, and include your contact information. Keep it brief.
Thank you for taking the time to review my application — please see my attached resume. I would welcome the opportunity to discuss how my background aligns with the needs of your team. Please feel free to contact me at [Your Phone Number] or [Your Email Address]. I look forward to hearing from you.
Sincerely,

[Your Full Name]

