	Your name or company 
Sales Consultant 
+123-456-7890 | hello@reallygreatsite.com 
123 Anywhere St., Any City 
	[image: ab2e0b83-6abe-40cd-b80e-6c81c69e1831.png]
 



 
Jun 1, 2030 
Recipient name here 
Hiring Manager 
Company name here 
123 Anywhere St., Any City 

Dear recipient name here, 
A cover letter is a three- or four-paragraph document to an employer explaining your interest in a specific job. In this case, you’re applying for a sales position. 
Begin with a short and energetic greeting. Remember: while you want to come across as approachable, you should maintain a clear and professional tone. 
Next, state the sales role you’re applying for and briefly explain how you came across the job opening. In a few short sentences, express how you believe this sales position is a great fit and aligns with your previous work experience and career goals. 
Provide concrete examples of why you’re the right person for the job. Use bullet points to keep things concise. 
· Don't hesitate to include numbers and figures that showcase your achievements. 
· Rather than simply describing what you've done in previous sales jobs, show the recruiter or hiring manager what you can bring to the role. 
· Express your passion and excitement to be part of the company and the team. 
Finally, provide your contact information and indicate your preferred method of communication. Offer to meet with the hiring manager at their earliest convenience. Thank them for their time and attention, and let them know that you look forward to hearing from them soon. 
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