



 menu
Toggle navigation

AllBusinessTemplates.com



	Home 
	Legal
	Finanzen
	Bildung
	Unternehmen
	HR
	Marketing
	Mehr


	
 Language 
	Deutsch
	English
	Español
	Filipino
	Français
	Nederlands
	中文








Schlüsselwort























Cover Letter Sample PDF













Klicken Sie auf das Bild zum Vergrößern / Klicken Sie auf die Schaltfläche unten, um mehr Bilder zu sehen

	
1

	
2

	
3







Speichern, ausfüllen, drucken, fertig!
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How do you write an engaging Cover Letter when you are applying for a new job? Download this Cover Letter Sample when you want to write your own personalized  job application letter.


In order to get noticed, you just have to be a little more creative in your letter, and respect the local business practices as well. Also brighten up your past jobs and duties performed, if necessary. Often employers are looking for someone who wants to learn and who has transferable skills, like:


	Problem-solving ability;
	Can-do, Will-do mentality;
	Leadership skills;
	Ability to multi-task;
	Ability to communicate;
	Hard work ethic;
	Creativity.




There are a few basic requirements for a strong cover letter, such as the following:


	Structured and written to highlight your strengths;
	Brief, preferably one page in length;
	Clean, error-free, and easy to read;
	Immediately clear about your name and the position you are seeking;
	Expands upon your resume; do not repeat it verbatim;
	Includes the person’s full name if you do not know the gender;
	Limited to 3-4 paragraphs and 1 page;
	Using common business letter format;
	No copying of exact words/phrases from sample letters without checking the context;
	Uses the correct name of the organization;
	Enthusiastic! Show off your character and personality.




Cover Letter Sample PDF:



Dear {{Name}},  

I am writing this letter and enclosing my resume to apply for the {{Position}} with {{Company}}. This 
position came to my attention{{How}}. After reviewing my resume. I strongly believe I am qualified candidate for this position. 
{{Summarize qualifications/hard skill/soft skills}}. After research of your company. I feel my goals and values match those of {{Company}}. 
Thank you  for taking  time to  review my resume.  I  look forward to hearing from you to set up an interview. You contact me at {{Phone Number}} or via email at {{email address}}. 
Yours sincerely, 



After downloading, you can customize every detail, typography, font size, and appearance of your letter and finish quickly. Download this Cover Letter Sample now and get noticed by your future employer! Don't forget to add your CV or Resume to this letter.



Download this Cover letter now when you want to apply for a job position.
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