Date]
[Your contact information]
[Addressee]

Dear [person you have met, ideally, or else hiring manager]:

I write to apply for the [position] of [Title] at [Company]. I am excited about this prospect, as it corresponds closely to my background as an expert in… and my aspirations to explore professional opportunities outside of academia. I received my Ph.D. in [Subject] from [University], and I am currently a postdoctoral fellow in the department [Department] at Harvard University.

My doctoral and postdoctoral work has heavily featured [subject], notably [more stuff]. My Ph.D. work focused on…. INNOVATION. At Harvard, my research centers on… In the course of this work, I have had the opportunity to use a range of technical instruments, including …. I have published X papers on these topics, and am revising an additional Y for publication. Given this training and experience, I will be able to advance the mission of your company/team in …. [Use words from the position description]

In addition to my extensive [subject] training, I bring to this position strong interpersonal and teamwork skills through collaborations with professors, colleagues, and [any others?] on [number] of projects. I also gained broad leadership skills by mentoring [#] junior researchers in the lab and teaching undergraduate and graduate semester-long courses with enrollments ranging from [#] to [#]. Ultimately, my experience working with numerous collaborators will enable me to work effectively and productively with colleagues, and to thrive in the teamwork environment at your company.

Given my extensive training in [subjects], and my collaborative and organizational skills, I am confident in my ability to contribute positively to [company’s] mission in your department. I am excited about this opportunity and would be grateful for the chance to speak with you about it further.
 
I look forward to hearing from you.
 
Sincerely,
 
  
Postdoc, Ph.D.

