Cover Letter Templates
A practical library for virtual assistants and freelancers
How to Use This Document
1. Pick the template that matches the role you're applying for.
2. Copy the template into a fresh document.
3. Replace every [blue placeholder] with your own details.
4. Delete the tip boxes and checklist before sending.
5. Proofread once. Then send.
Phrases to avoid in 2026
· "To whom it may concern" — impersonal and dated.
· "I am writing to apply for..." — they already know why you're writing.
· "I believe I'd be a great fit." — show it with evidence, don't claim it.
· "Dear Sir/Madam" — find the hiring manager's name or use "Hi [Company] Team".
· "I am a hardworking individual." — too generic. Lead with a result instead.

What works instead
· Open with a hook: a specific result, a sharp question, or an observation about the company.
· Name your toolkit: mention the tools you actually use (e.g., Notion, ChatGPT, Canva, Asana).
· Use numbers. "Managed 3 inboxes" beats "managed multiple inboxes."
· Keep it under 300 words. Hiring managers skim first, read second.
· Match their tone. Read the job post and mirror the energy.

Template 1 — General Virtual Assistant
Best for general VA roles, executive assistant positions, and broad admin support listings.

Hi [Hiring Manager's First Name],
In my last role, I helped my client reclaim [X hours] per week by organizing their inbox and calendar across [X time zones].
I'm a Virtual Assistant with [X years] of experience supporting [type of clients — e.g., entrepreneurs, executives, small business owners]. My focus is turning inbox overwhelm into clean systems and making sure nothing gets missed.
What I bring:
· Email & calendar management — [specific achievement]
· Admin & documentation — [specific achievement]
· Research & coordination — [specific achievement]
My daily toolkit: [list 4–6 tools you actually use]. I'm based in the Philippines and available [hours/week], comfortable working in [timezone].
Would you be open to a quick 15-minute call this week to discuss what's eating up your time?
Best,
[Your full name]
[Your email]
[Your portfolio or LinkedIn]

Template 2 — Social Media Manager
Best for social media manager, content creator, and community manager roles.

Hi [Hiring Manager's First Name],
I helped a [niche] brand grow from [X] to [Y] followers in [timeframe] — no paid ads, just strategic content and community engagement.
I manage accounts across [platforms — e.g., Instagram, TikTok, LinkedIn] for [type of clients or industries]. A few recent wins:
· [Metric 1 — e.g., grew engagement rate from 1.2% to 4.8%]
· [Metric 2 — e.g., created a Reel that drove 200+ DM inquiries]
· [Metric 3 — e.g., built a content system producing 5 posts/week]
My toolkit: [e.g., Canva Pro, CapCut, Later, ChatGPT, Meta Business Suite]. I stay on top of algorithm changes and trending formats.
I'd love to talk about your content goals. Can we jump on a quick call?
Best,
[Your full name]
[Your email]
[Portfolio link]

Template 3 — Real Estate Virtual Assistant
Best for real estate VA, inside sales agent, and transaction coordinator roles.

Hi [Agent's First Name],
Last month I set [X] qualified appointments for a solo agent in [market] — [Y] of which converted. I'd like to do the same for your pipeline.
I'm a Real Estate VA with [X years/months] supporting [solo agents / teams / brokerages]. My focus: the follow-up work that fills your calendar.
· Cold calling — [e.g., 150–200 dials/day]
· Appointment setting — [e.g., 30–50/month]
· CRM management — [tool + scale]
Tools I'm proficient in: [e.g., Follow Up Boss, kvCORE, Mojo Dialer, REDX]. If your stack differs, I'm a fast learner — most CRMs follow similar logic.
I have a professional calling setup with noise-canceling equipment and backup internet. Can we schedule a call to walk through your lead sources?
Best,
[Your full name]
[Your email]
[Phone or WhatsApp]

Template 4 — Short & Direct
Best for quick applications, LinkedIn DMs, or when the post says "keep it brief." Goal: get a reply, not tell your whole story.

Version A — General VA
Hi [Name] — I'm a VA with [X years] of experience in [top two skills]. Last client: reclaimed [X hours/week] through better inbox and calendar systems. Toolkit: [3–4 tools]. Open to a quick call?
Version B — Social Media Manager
Hi [Name] — I grew a [niche] brand from [X to Y followers] in [timeframe] using strategy and engagement, no paid ads. Tools: [list]. Happy to share the playbook — open to chat?
Version C — Real Estate VA
Hi [Name] — I set [X appointments] last month for a [solo agent / team] in [market]. Experienced with [CRMs]. Ready to fill your calendar — when can we talk?
Version D — Cold LinkedIn Outreach
Hi [Name] — saw you're [observation]. I help [type of clients] reclaim [X hours/week] by handling [two key tasks]. Worth a short chat?

Pre-Send Checklist
· Every placeholder has been replaced with your details.
· All tip boxes and instruction text are deleted.
· You used the hiring manager's actual name (check LinkedIn).
· You included at least one specific metric or result.
· You mentioned your tools (4–6 is ideal).
· Under 300 words, or 3 sentences for Template 4.
· The tone matches the job posting.
· You proofread once (Grammarly or ChatGPT helps).
· Your email and portfolio/LinkedIn are included.
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