YOUR NAME

City, State | your.name@email.com | (000) 000 – 0000
Date


Talent Agent / Hiring Manager Full Name
Agency Name /Division
Street Name
City, State ZIP


Dear Talent Agent / Hiring Manager,
Paragraph 1 – Introduction and Interest. State the position, series, grade, and announcement number; briefly explain your interest. Summarize your most relevant qualifications, current role or background, years of relevant experience, and two or three key qualifications that align with the position.
Paragraph 2 – Relevant Experience and Accomplishments. Show how your experience aligns with the vacancy duties. Focus on major responsibilities, programs, projects, or services you supported, improvements you implemented, outcomes achieved, and measurable results when possible.
Paragraph 3 – Specialized Skills, Competencies, and Qualifications. Highlight the most relevant technical skills, subject matter expertise, certifications, training, or competencies. Include specialized experience, technical knowledge, policy or regulatory expertise, communication and collaboration skills, and relevant systems, software, or tools.
Paragraph 4 – Mission Alignment and Value to the Agency. Explain your interest in the agency and how your experience supports its mission. Include your knowledge of the mission, commitment to public service, ability to contribute immediately, collaboration, leadership, problem-solving strengths, and interest in serving customers, stakeholders, or the community.
Closing Paragraph. Thank the hiring manager for reviewing your application and expressing your interest in discussing your qualifications further. Include appreciation for consideration, enthusiasm for the opportunity, availability for an interview, and confidence in your ability to contribute.
Thank you for your time and consideration. I appreciate being considered for this position and welcome the opportunity to discuss how my qualifications, experience, and commitment to public service can contribute to your organization's success. I look forward to the opportunity to speak with you.


Sincerely,
Your Name


