Jordan A. Bennett
[City, State]   ·   (000) 000-0000   ·   your.email@email.com   ·   in/yourname


To: [hiring.manager@company.com]
Subject: [Referrer Name] suggested I reach out — [Position Title]



Dear [Hiring Manager Name],
[Referrer Name] on your [team name] team suggested I get in touch about the [Position Title] opening. We [how you know each other — worked together at X / met through Y], and after hearing about the role I wanted to reach out directly; my resume is attached.
Briefly, the fit: at [Current/Previous Company], I [key result with a number], and my background in [relevant area] lines up with what [Referrer Name] described the team needing.
I would welcome a short conversation whenever it suits your process — I am available at [phone] or by reply.
Thank you for your time, and my thanks to [Referrer Name] for the introduction. I look forward to hearing from you.
Sincerely,
Jordan A. Bennett
