The sample cover letter will give you a clear idea as to how to write such type of letters.
Your Name:
Address:
Contact Details:
Email Address:
Date: MM/ DD/ YYYY
Employer's Name:
Designation:
Company's Name:
Address:
Dear Mr. / Ms. (Employer's Name),
I would like you to consider for the position of contract manager at your organization (mention the name of the organization or company). I learned about the position at (mention the name of the source of the job vacancy). I believe my skills, talents and experience is what you are looking for. I have attached my resume for your consideration.
I have been working as a contract manager for the last four years. I am aware of the duties and responsibilities involved. I possess a bachelor's degree on business economics. I have a year of experience in marketing as well as sales pharmaceuticals industries. In addition to this, I have excellent communication skills. I have learned German and French as well.
I believe I can be an asset to your company and would like to meet you soon and discuss on this more. You can call me at (insert contact details) or email me at (mention email address). I look forward to get a positive reply.
Thank You so much.
Sincerely ,
You'rs Name :
Enclosures: Resume and Work Experience Certificates

