
<Today’s Date>
Dear <Hiring Manager's First Name>:

I just learned of your company's search for a <Title> from <site/board/person> and would like to show you how I can not only meet but exceed your needs.

My career has prepared me for this opportunity in the following ways:

1) <Accomplishments>

2) <Responsibilities>

3) <Industry experience>

4) <Technical knowledge>

Your job description indicates that you'd also benefit from other skills I possess, including:

1) <Intangible skills> (leadership, versatility, productivity, tenacity, resourcefulness, diligence, ambition, collaboration, reliability, intelligence, etc)

2) <Managerial skills> (of projects, people, products, information, etc)

3) <Communications skills> (listening, presenting, writing, editing, publishing, etc)

4) <Cultural compatibility> (experience in Fortune 500 companies, startups, non-profits, government, R&D labs, academe, distributed workforces, etc)

<Manager's First Name>, my resume provides details of the ways I've met challenges similar to those you describe, but as you know it can't take the place of a conversation.

I'd welcome the chance to learn more about your needs. I am prepared to show you — briefly but specifically — what I can accomplish and how quickly. I'm available <days> between <times>, and you can reach me at <YourPhone> during the day to set up an interview.

If you agree that my skills, experience, and abilities are a potential match for your needs, please call me. I won't waste your time. And I suspect that you won't regret reaching out.

Sincerely,

Jane Jobseeker

P.S. I look forward to discussing how I can support your company as a <Title>. Again, you can reach me directly at <YourPhone> to schedule an interview. Thank you!
