ALEX RIVERA
[City, State]      (000) 000-0000      your.email@email.com
[Month Day, Year]
[Hiring Manager Name]
[Title]
[Company Name]
[Company Address]
Dear [Hiring Manager Name],
I am applying for the [Position Title] role at [Company Name]. In [X years] in [field], my headline result is [one quantified achievement] — the rest is on the attached resume.
Your posting emphasizes [top requirement]; that has been the core of my work at [Current/Previous Company], where I [one matching result].
I would welcome a conversation — I am available at [phone / email], [days and times].
Thank you for your consideration. I look forward to hearing from you.
Sincerely,
Alex Rivera
