
Tip: Always copy and paste this text directly into an email or web messaging system to 
ensure that the recipient can read instantly. Never attach your cover letter as a separate 
document. 

 

Hi (name) 

I am interested in applying for the current vacancy you have for a (insert). 

In my previous role as (role title) with (company name) I was responsible for (insert 
relevant experience relating to job advert) and am looking to join a reputable firm where I 
can add value in a similar way. 

After taking a short career break to (enter positive constructive details such as travel, 
study, personal projects, caring for relative etc.) I am confident that I will be able to hit 
the ground running and grow my experience within your organisation. 

I am currently on a notice period of (notice period) and can interview immediately. 

Kind regards 

(Name) 
(Phone number) 
(Email) 
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