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DATE 
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Dear Contact Name/HR Manager/Company Team, 

Your cover letter should answer the question, “Why should you hire me?” The contents should consist of three/four paragraphs. The first paragraph should indicate which position that you are applying to? How did you hear about it? Make sure you demonstrate a genuine interest, excitement for the opportunity and express that you would make a good candidate for the job. 
You can use the second paragraph to briefly talk about your relevant educational qualifications or internships or any trainings you may have completed. If you have conducted research in the subject of interest related to the job specifications, do explain it in a concise manner.
This is the most important paragraph in the cover letter. You need to create a connection between your background and the company’s eligibility criteria/desirable criteria. Explain how you can solve their problem by offering your expertise. Do not copy paste the contents of your CV or the candidate booklet but rather take a few important job requirements and explain with examples from your past work experience how you have already acquired those skills.
In the closing paragraph, remember to thank them for taking the time to read your cover letter. A good closing statement would be: I am confident that with my education, skills, and experience, I would be able to be an asset at your organization I would appreciate the opportunity to meet with you to further discuss the contributions that I can offer. Please let me know if you require any further information.

Sincerely,
Your Name

