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So, you finally have a perfect resume for that dream job but 
then get hit with this: "Cover Letter required"… Now what? 
 
No worries, our team of professional resume writers and 
recruiters compiled cover letter templates and 3 key cover 
letter tips to help get you started. 

Our research shows that over 70% of 
recruiters don't read cover letters and the 
remaining 30% spend less than 30 seconds 
reading it.  What this means to you: 
> Be concise and get to the point as quickly 
as possible: 
 

Employers always have a problem that 
needs solving. Maybe 
it 's better sales, more leadership, or 
new creative ideas. First identify their 
problem, then be the solution.

-  Be compell ing from the very f irst l ine 
-  Include a specif ic objective statement early 
-  Keep it  short and simple by identifying how 
you can be the solution to their need

- Based on the job description or what you 
know about the position, include keywords! 
-  Don’t just repeat your resume, connect your 
accomplishments to solving their problems

- Say something not in your resume  
-  What makes you stand out? 
Accomplishments? Skil ls? Who you know?

1. GET TO THE POINT

2. SOLVE THEIR PROBLEM

COVER LETTERS 
TIPS & FREE 
TEMPLATES 

Tailor cover letters to individual employers 
and discuss how your specific skil ls,  
passions, and accomplishments makes this 
a mutual f it  over other candidates. Give 
them a reason to read it.

Almost 70% of 
employers either 
want a 1/2 page 
cover letter or 
say “the shorter 
the better”.* 

A study showed 
that only 18% of 
hiring managers 
rank cover letters 
as important to 
the hiring 
process.** 

For Resume Services or more advice visit us at:  
www.insiderecruiter.com

Sources: 
Orange County Resume Survey. (2011). https://www.saddleback.edu/jobs/2011-orange-county-resume- 
survey. 
Is the cover letter finally dead?. (2017). https://www.monster.com/career-advice/article/do-you-sti l l -  
need-a-cover-letter.

3. MAKE IT PERSONAL

70%

18%



Template #1:   
Jane Doe, [Hiring Manager Title] 
[XYZ Company] 
Abc street, 
Los Angeles CA, 99999 
 
To Whom It May Concern: 
 
With my 9+ years of experience in Front Office Administration in the 
Entertainment and Online Media industries, I  am a perfect f it  for the 
Administrative Assistant position currently available at [XYZ 
Company] and would l ike to submit my resume for consideration. 
 
In my most recent role as an Office Assistant at [ABC Company], I  
managed administrative functions including maintaining records, 
speaking with cl ients/vendors, managing invoicing/banking 
transactions, and handling inbound calls in a studio environment. 
Most recently I  oversaw the event planning and $20k budgetary 
management of our annual awards ceremony with over 250+ 
employees in attendance. 
 
My passion for the Entertainment industry, combined with my 
professionalism and exposure to a high-stress/executive facing 
environment make me an ideal candidate for this opportunity. I  
would love to speak more about how I can be an asset to [XYZ 
Company] and have attached a resume detail ing my experience. 
 
You can reach me at [phone] or [email].  Thank you for your 
consideration. Looking forward to the next steps, 
 
Name  
Title 
Contact Info | LinkedIn Profi le

FREE COVER LETTER 
TEMPLATES 

Template #2: 
[XYZ Company] 
Abc street #123, 
Los Angeles CA, 99999 
 
I  was recently referred to your company by [John Doe], a close friend 
of mine who works as a [XYZ] in the [XYZ Department]. Based on 
their description of [reason you are interested in their company], 
and my qualif ications as a [XYZ] I  am interested in applying for the 
currently available [tit le] role at [company name]. 
 
In my recent position at [XYZ], I  am responsible for the [l ist main 
responsibil ity in 1 sentence]. In addition to these responsibil it ies I  
have also overseen various projects including:   
 
       •  [List project tit le + quantifiable info] 
       •  [List project tit le + quantifiable info] 
       •  [List project tit le + quantifiable info] 
 
Currently, I  am looking for an opportunity where I  can  [ l ist XYZ 
career goals],  and I ’d love to learn more about how I can apply this 
passion at [XYZ company]. 
 
I  greatly appreciate your consideration and look forward to 
discussing this opportunity with you further. I  can be reached at 
[phone] or [email].  
 
 Sincerely, 
 Name  

Here are some 
free cover letter 
samples and 
templates to help 
get you started



Template #4:  
Please find attached my resume for the [ZXY] position currently 
available with [XYZ Company]. 
 
I  am an experienced professional with expertise in [Keyword/phrase 
1],  [Keyword/phrase 2],  and [Keyword/phrase 3].  Before gaining [#] 
years of experience in the [additional industry, cl ients, or projects],  I  
built my career on [previous career industry/projects/skil ls].  
 
My skil l  set in [xyz] would directly impact the role you have open 
currently. More specifically,  based on the described job position I can 
bring the following skil ls and accomplishments to your organization & 
team: 
 
       •  [List an accomplishment, skil l  or relevant project] 
       •  [List an accomplishment, skil l  or relevant project] 
       •  [List an accomplishment, skil l  or relevant project] 
       •  [List an accomplishment, skil l  or relevant project] 
       •  [List an accomplishment, skil l  or relevant project] 
 
With my relevant experience at [xyz previous company] in addition to 
my [xyz] years of experience in the [xyz industry or type of position] 
this position is a mutual f it  and I ’d l ike to discuss further how I can be 
an asset. 
 
I  greatly appreciate your consideration and look forward to discussing 
this opportunity with you. I  can be reached at [phone] or [email].  
   
Sincerely, 
 
Name  
Contact Info 
LinkedIn Profi le

Template #3: 
Jane Doe, [Hiring Manager Title] 
[XYZ Company] 
Abc street, 
Los Angeles CA, 99999 
 
To Whom It May Concern: 
 
I ’m very interested in working for XYZ as an Administrative Assistant 
( info about why you want to work at that company). 
 
I  have over 9 years of experience in administrative duties such as 
invoicing, banking transactions answering phone calls,  working with 
vendors, and ordering office supplies. In my most recent role as a 
Compliance Coordinator, I  handled many administrative functions 
including maintaining records and speaking with cl ients and vendors. 
 
My experience combined with my professionalism and organizational 
skil ls would make me a great employee for your company. You can 
reach me at [phone] or [email].   Thank you for your consideration.   
 
Looking forward to hearing from you soon.  
 
Name 
LinkedIn Profi le  

MORE 
FREE COVER LETTER 
TEMPLATES 


