A simple, effective UK cover letter template. Replace the [brackets] and delete these grey guidance lines. Keep it to one page — three or four short paragraphs. Tailor every letter to the specific role; never send a generic one.
[Your Full Name]
[Town/City] · [Phone] · [Email]
[Date]
[Hiring manager’s name, if you can find it — otherwise skip]
[Company name]
[Company town/city]
Dear [Mr/Ms Surname — or “Hiring Manager” if you don’t have a name],
Opening — say which role you’re applying for, where you saw it, and a one-line hook on why you’re a strong fit.
I am writing to apply for the [job title] role at [company], advertised on [where you saw it]. [One sentence on why you’re excited and well-suited — e.g. “With three years’ experience in [field] and a track record of [result], I believe I could make a real contribution to your team.”]
Middle — the evidence. Pick the two or three things the advert most asks for, and prove each with a brief, specific example. Use the employer’s own words where they’re true of you.
In my current role at [employer], I [specific achievement with a number or outcome]. [Second example that matches a key requirement in the advert]. I’m particularly drawn to [company] because [something genuine and specific about them — their work, values or reputation], and I’d welcome the chance to bring [your relevant strength] to the role.
Close — restate your enthusiasm and invite the next step.
Thank you for considering my application. I have attached my CV, and I would very much welcome the opportunity to discuss how I could contribute to [company]. I am available for interview at your convenience.
Yours sincerely,
[Your Full Name]
Use “Yours sincerely” when you know the person’s name, and “Yours faithfully” when you’ve opened with “Dear Hiring Manager”.
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