JORDAN TAYLOR
Operations Analyst  |  Process Improvement  |  Reporting & Automation
Providence, RI  •  (555) 123-4567  •  jordan.taylor@email.com  •  linkedin.com/in/jordantaylor
[Month Day, Year]
[Hiring Manager Name]
[Title]
[Company Name]
[City, State]

Dear [Hiring Manager Name],
I’m applying for the [Job Title] role at [Company]. [One sentence on why this company or team, specifically. Mention something real: a product, a goal, a value from the posting.]
In my current role at [Company], I [your strongest result that matches the job, with a number]. Before that, I [a second relevant result]. Both came from the same habit: [the skill or approach the job asks for most].
Your posting mentions [a key requirement]. I’d bring [how you’ve done it before, briefly], and I’m excited to [what you’d tackle in the first months].
Thank you for your time. I’d welcome the chance to talk about how I can help [Company] [the outcome they care about].
Sincerely,
Jordan Taylor
