[Your Full Name]
[Phone Number]
[Email Address]
[LinkedIn Profile URL]
[Date]	Comment by Katrina Chui: Clem — I’m trying to break down this template to show how our suggestions can be incorporated. However, it shouldn’t display comments from me personally. I’m not sure if we can change it to show the feedback as coming from Adecco instead. Otherwise, please have a think about how we can include the recommendations in the template while clearly showing which section aligns to which suggestion.
[Hiring Manager’s Name]
[Company Name]
Dear [Hiring Manager’s Name],
I am writing to apply for the position of [Job Title] at [Company Name]. With experience in [your industry/skill area], I am confident in my ability to contribute positively to your team and support your business goals.	Comment by Katrina Chui: Strong opening

What this section should do:
Mention the role clearly
Show immediate relevance
Briefly position your experience or strengths
In my current/recent role at [Company Name], I have been responsible for [brief summary of your role]. One of my key achievements includes [specific achievement or outcome], which helped [business impact/result]. I believe my experience in [relevant skill or area] aligns strongly with the requirements of this role.	Comment by Katrina Chui: Show why you are a good fit 

What this section should do:
Highlight achievements, not just duties
Show measurable impact where possible 
Connect your experience directly to the job 
What particularly interests me about this opportunity is [mention something specific about the company, role, culture, or industry]. I am drawn to organisations that value [relevant value or focus area], and I would welcome the opportunity to contribute my skills and experience to your team.	Comment by Katrina Chui: Demonstrate knowledge of the company 

What this section should do:
Show genuine interest in the company
Avoid generic statements
Demonstrate you have researched the employer
In addition to my experience, I bring strong [communication/problem-solving/stakeholder management/etc.] skills and a proactive approach to my work. I am confident in my ability to adapt quickly, collaborate effectively, and deliver positive outcomes in a fast-paced environment.	Comment by Katrina Chui: Add value beyond your CV 

What this section should do:
Add personality and strengths
Show how you work, not just what you’ve done
Reinforce your suitability
Thank you for considering my application. I would welcome the opportunity to discuss how my background and experience align with the role. I look forward to hearing from you.	Comment by Katrina Chui: End with confidence and clarity 

What this section should do:
Reaffirm interest in the role
Keep the tone professional and confident
End clearly and positively
Kind regards,
[Your Full Name]

