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Example Cover Letter Template – [Care, Admin and Service-Based Roles]
This cover letter is designed for people applying to practical, people-focused roles—like care work, admin, customer service, or support services. It’s written for those returning to work after time away, with space to adapt for different experience levels.

Dear [Hiring Manager’s Name],
I’m writing to apply for the [Job Title] role at [Company Name]. 
I was drawn to this opportunity because of your focus on [teamwork/community care/support/helping others—choose what fits]. 
The values behind the role match my own and I’m keen to contribute in a meaningful, reliable way.
While I may not have recent formal employment, I’ve gained a wide range of transferable skills through [family life, volunteering, community involvement, previous roles]. 
I am someone who shows up, stays calm under pressure and works well with people from all walks of life.
Over the past few years, I’ve taken time to [care for family, focus on health, gain new perspective]. That time has helped me strengthen skills like empathy, patience, and organization—qualities I’m ready to bring into a workplace again.
I’m looking forward to returning to work in a role that values communication, care and consistency. 
Thank you for taking the time to read my application—I’d love to speak more about how I can support your team.
Kind regards,
[Your Name]
