
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 contacting you to express my interest in the (insert role) position you are currently 
advertising. 

I have previously worked within (insert relevant roles) and have extensive experience 
working with (insert relevant skills, knowledge etc.), so I am confident that I could quickly 
add plenty of value to your (team/company/business). 

I have recently completed a contract with (insert previous employer) and am immediately 
available to start a new role 

Hope to hear from you soon 

Regards 

(Name) 
(Phone number) 
(Email) 
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