
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 would like to apply for one of the temporary (insert role) jobs that you are currently 
advertising for in (insert advert site). 

I have an established background within (insert industry) and have held similar positions 
with companies such as (insert relevant companies you have worked for). In addition to 
my extensive knowledge of (insert relevant skills, system knowledge, processes etc) and 
qualifications in (insert relevant qualifications), I have exposure to a wide range of teams 
and environments, which allows me to hit the ground running quickly in new roles. 

I am available to interview immediately and look forward to hearing from you  

Regards 

(Name) 
(Phone number) 
(Email) 
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