[THIS COVER LETTER TEMPLATE IS FOR THOSE THAT ARE NOT A STUDENT & NOT CHANGING CAREERS]: 

 [Please delete this section and all sections highlighted in GREY after you read them. People want to help people that they like, respect and often have something in common with…so first find something in common with this person by researching their name on LinkedIn and researching their background.  If you can’t find anything in common with them, then include the pink highlighted sentence below]. 
Please have <= 3 sentences per paragraph.
The subject of this email should only be “Hi” because most emails from people we don’t know that states the purpose of the email don’t get opened. 

Use please and thank you at least once. Ask politely for a quick meeting. Don’t make the email too long or it won’t be read (less is always more)

Mention why you are a good fit. Be personal, passionate, proactive and positive. Also remember to be unique, interesting and impressive. Please see the example below.]

Today’s Date
Their First Name Last Name, Their Title & Company Name

Their Work Address 

Their First Name, 

Hope all is well; [If you spoke with them then include the next part of this this sentence:] per our conversation, please find attached my resume. [Mention something you have in common, for example]: I am also from Mississauga and I also attended McGill University. [If you have nothing in common, delete the previous sentence]. Please let me know if you have 20 minutes to please meet with me as I would love to discuss the [insert the market name that you work in] automotive market and a [role name] Vice President role at your company. 

I am currently a [your current role] Vice President at [your current company] X Automotive and [insert only how many years experience and a recent positive event or something to brag about] I have 20 years of experience in the industry and was recently named Automotive Executive of the Year by X Institution.

[If you did not speak with them then include this sentence instead:] Please find attached my resume.

Thank you very much for your time. I really appreciate it. Sincerely,
Your Name
Your Title, Your Company
[After your work title and company name, add a title if possible that expresses what you have in common. For example, X University Class of Year….or your division in the army if you are both veterans….or the same club, group, charity or any other type of club you are both affiliated with. Consider hand writing this too as it is more personal.]
Your LinkedIn profile address – we will cover this later in this course
Your cell number
Your email address….obviously not your work email
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