
Cover Letter Sample 
Salutation 

Dear [insert name of hiring manager], 

Body 

First paragraph: Mention the job you’re applying for and where you found the job listing. 

Middle paragraphs: Discuss your qualifications. These paragraphs should be specifically tailored to 

requirements posted in the job listing. You might also consider including why this specific company 

interested you in the first place. Limit this section to two to three paragraphs. 

Final paragraph: Discuss the next steps. If you are going to follow up in one to two weeks, mention a 

specific date. If you would prefer to leave the ball in their court, say that you look forward to discussing 

your qualifications further. Also provide your email address and phone number. Don’t forget to thank 

them for their time. 

Close 

Best, 

[insert your name] 

 
  



Sample Cover Letter Email 
Dear Mr. Adams, 

I’m submitting an application for the editorial position you advertised on SuperJobs on September 10. 

I've spent the last year and a half working full-time as a writer and editor for a publishing company that 

specializes in educational content. During that time, I've logged thousands of hours doing everything 

related to the editorial process, including copy editing, proofreading, content entry, and quality 

assurance. I currently manage a team of over 40 freelance writers who work on a variety of different 

subjects, and I ensure that the quality of every submission meets our high editorial standards. I'm also 

very familiar with English grammar and usage and have no trouble adapting to various style guides. 

What I like most about my current job is that it gives me the opportunity to learn and be creative, and it 

looks like this position would do the same. I feel that I could be a valuable asset to your team, and I 

bring to the table all of the skills that you require in an editor. 

I look forward to discussing my qualifications further and can be reached by email at you@email.com or 

by phone at 301.465.7457. 

Thank you so much for your time. 

Best, 

Nicole Peterson 


