
Professional Cover Letter Templates
This document provides three versatile cover letter templates designed for different industries and application 
scenarios. Each template includes customization guidance to help you create a compelling, personalized 
introduction that will catch employers' attention and showcase your unique value proposition.
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Understanding Cover Letter Formats
Cover letters serve as your personal introduction to potential employers, usually explaining WHY you're interested 
in the position. A well-crafted cover letter complements your CV by providing context to your experience and 
demonstrating your communication skills.

Format Matters
Different industries have 
different expectations 
regarding formality, length, 
and tone in cover letters.

Personalization is Key
Generic cover letters rarely 
impress. Always customize 
your letter for each position 
and organization.

Research Required
Effective cover letters 
demonstrate knowledge of 
the company's values, 
culture, and recent 
achievements.

Choose the template that best aligns with the role, industry, and company culture you're applying to. Each template 
can be modified to reflect your personal style whilst maintaining professional standards.
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Template 1: Classic Professional
This traditional format is ideal for applications to established organizations in conservative sectors such as 
government agencies, financial institutions, law firms, and non-governmental organizations.

Dear [Hiring Manager's Name] OR Dear Madam/Sir

I am writing to express my interest in the [Job Title] position at [Company Name]. 

With a background in [Your Profession/Field] and a proven track record of [Key Achievement or Skill], I am 
confident in my ability to contribute meaningfully to your team. 

One of the reasons I am submitting my application is because of [Company Name]¾s commitment to [Value or 
Mission]. I thrive in environments where [Your Professional Strengths] are valued, and I believe my experience in 
[Specific Skill or Project] aligns closely with your goals.

Reason 2

Reason 3

I would welcome the opportunity to bring my energy, experience, and cross-cultural insights to your team and 
thank you for considering my application.  I look forward to the possibility of contributing to your success. 

Yours sincerely (if you know the name of the person you're writing to

Yours faithfully (if you don't know the name of the person you're writing to)

 [Your Full Name] [LinkedIn URL] | [Email] | [Phone Number]

Tip: Always tailor paragraphs two, three and four to what excites you about their work. This demonstrates genuine 
interest and research, setting your application apart from generic submissions.
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When to Use the Classic Professional 
Template

Appropriate Settings

The Classic Professional template projects reliability 
and competence, making it particularly suitable for 
industries where tradition and formality are valued. It 
presents you as a serious candidate who respects 
established protocols.

Key Industries

Banking and finance

Government and the public sector

Legal services

Healthcare administration

Educational institutions

International organizations

This template also works well for mid to senior-level 
positions where professionalism and attention to detail 
are highly valued.
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Template 2: Bold & Personal
This dynamic format works exceptionally well for creative roles, tech start-ups, and leadership positions where 
demonstrating initiative and personality creates a competitive advantage.

Dear [Hiring Manager's Name]

I have spent the last [X years] solving [specific problem], building [relevant achievement], and mentoring teams 
that thrive4so when I saw the opportunity at [Company Name], I knew I had to write. 

From what I have read about your work in [specific initiative], I see a company that values [shared value or trait]. 
That's exactly the kind of team I want to be part of. 

I bring [your 1-2 key strengths], a passion for [industry/mission], and the adaptability needed to lead in today's 
rapidly changing world. Let's talk about how I can bring that impact to your team. 

Best, [Your First Name] [LinkedIn] | [Email] | [Phone]

Pro move: Add a P.S. with a recent news item or something they just launched. Show you're paying attention to 
their business developments and industry position.
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When to Use the Bold & Personal Template

Creative Industries
Design, marketing, media, and 
content creation roles where 
creativity and fresh thinking are 
valued

Start-up Environment
Tech start-ups and innovation-
focused companies that prize 
initiative and disruptive thinking

Leadership Roles
Executive and management 
positions where personality and 
vision are as important as 
technical skills

This template allows your authentic voice to shine through whilst maintaining professionalism. It's particularly 
effective when applying to organizations that emphasize culture fit and innovative thinking. The conversational tone 
helps to establish a connection and makes your application memorable.
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Template 3: Short & Sweet (Email-style)
This concise format is perfect for speculative applications, networking follow-ups, or situations where brevity is 
appreciated. It is particularly effective for initial outreach through digital channels.

Hi [Hiring Manager's Name], 

I'm reaching out to express interest in opportunities at [Company Name]4particularly in [relevant team or 
department]. 

With experience in [field] and a focus on [your unique strength], I'd love to explore where I could add value. 

I'm attaching my CV for reference. Please do let me know if there's a good time to connect. 

Thanks so much 

[Your First Name] [Phone] | [LinkedIn] | [Email]

When to Use
Cold outreach to hiring 
managers

Following up after 
networking events

LinkedIn direct messages

Speculative applications

Benefits
Respects the recipient's time

Gets straight to the point

Appears confident rather 
than desperate

Opens the door for 
conversation

Customization Tips
Reference a mutual 
connection if possible

Mention a specific company 
achievement

Keep total length under 150 
words

Ensure perfect grammar and 
spelling
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Cover Letter Best Practices
Regardless of which template you choose, the following best practices will help your cover letter make a positive 
impression:

Research Thoroughly

Invest time in learning about the 
company's mission, values, recent 
projects, and workplace culture. 
This knowledge will help you to 
customize your letter and 
demonstrate genuine interest. 
Check their website, social media, 
industry news, and if possible, 
speak with current or former 
employees. Remember to ask your 
AI for help!

Quantify Achievements

Include specific, measurable 
results from your previous roles 
rather than simply listing 
responsibilities. For example, 
"Increased customer satisfaction 
by 27% through implementing a 
new feedback system" is more 
impactful than "Responsible for 
customer satisfaction initiatives."

Address Gaps Proactively

If there are potential concerns in 
your application (employment 
gaps, career changes, or missing 
qualifications), address them 
positively. Briefly explain how your 
unique path has prepared you for 
this role or how you're actively 
developing any missing skills.

Finally, always proofread meticulously before sending. Consider asking a trusted colleague to review your letter, as 
they may spot errors or opportunities for improvement that you've missed. A polished, error-free letter 
demonstrates professionalism and attention to detail.

Good luck!

© 2025 Feelgood Coaching and Consulting e.U. All Rights Reserved



About Gwyneth

Award-Winning Coach & 
People Strategist

Gwyneth has helped thousands 
enhance their professional 
presence and unlock growth 
opportunities. With 20+ years in 
international organizations across 
Europe and the Balkans, she 
brings first-hand insight into 
cross-cultural collaboration

Emotional Intelligence

With a solid foundation in 
management, marketing, and HR, 
Gwyneth values emotional 
intelligence in fostering strong 
working relationships and building 
successful careers. She 
successfully integrates AI for 
tailored solutions to complex 
workplace challenges, balancing 
new technologies and human 
involvement.

Contact Gwyneth

Email: 
gwyneth@feelgoodcoachingand
consulting.com

WhatsApp:

+43 (0) 650 4111 744

Book a call:

https://bit.ly/Teams-With-
Gwyneth
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