Email Letter Template
Email Subject: 

Job Title – Your Name (The subject must indicate clearly your intentions, that way it will



 be read and will not end as Spam. Sometimes the ads indicate 




 what the subject must say, if it’s the case, write it as indicated)
Body
Dear Mr, Ms, Dr Last Name (If you don’t know the receiver’s name, you can put something like 


            “Dear Hiring Manager”)

I learned about the available position on Name of the media where you found it and I am writing to express my interest on the job. I have # of years of experience into # Area and I think that my experience and skills will be really helpful for your interests.
I look forward to get an interview and talking with you, if you have any questions; feel free to write me to this email, or call me to: Cell phone #. Thank you so much for your time and consideration.
Sincerely, Respectfully, Kind Regards … (Always use some formal closing phrase.)

Your name (First, Last)

Cell phone: Cell phone #
Email: Your email
