Cover letter framework
Four short parts, one page. Keep every claim tied to evidence the employer could ask about. Delete the notes before sending.
[Your name]
[Email] · [Phone] · [Town]
[Date]

Dear [Name, or Hiring Manager],
1. Opening
One or two sentences: the role, where you saw it, and your single strongest reason for fit.
I am applying for the [role title] position at [employer], advertised on [source]. [One sentence connecting your strongest relevant evidence to the role.]
2. Evidence against their requirements
One short paragraph per requirement you can genuinely evidence. Lead with the requirement in the employer's words, then your example with scale and outcome.
[Requirement 1 in their words]: [Where you did it, what you did, what happened.]
[Requirement 2 in their words]: [Where you did it, what you did, what happened.]
[Requirement 3, optional]: [Example.]
3. Why this employer
Something specific that you can only say because you looked: a service, a project, a value you have seen in practice. Not 'a great company' or 'an exciting opportunity'.
[Two sentences specific to this employer and this role.]
4. Close
[Availability, notice period or location, if relevant.] I would welcome the chance to discuss the role. Thank you for considering my application.
Yours sincerely,
[Your name]

Length check: about 250 to 350 words of your own text fits one page. If a requirement has no evidence, remove it rather than asserting it.
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