How to use this template
Replace everything in [square brackets], then delete the brackets and this box.
One page. Four paragraphs. If it runs longer, something in it belongs on your CV instead.
Write a new middle section for every application. The rest can stay largely the same.
If the advert does not ask for a cover letter, a short version in the body of your email does the same job.

[Your full name]
[City], India
+91 [mobile]
[your.name@example.com]

[Date]

[Hiring manager’s name, if you can find it]
[Job title]
[Hospital or organisation]
[City], [Country]

Dear [Ms/Mr Surname],
A named person is worth the five minutes it takes to find one — check the advert, the hospital website, or the recruiter’s email signature. "Dear Hiring Manager" is an acceptable fallback. Never "To Whom It May Concern".

Paragraph 1 — the role, and who you are
Two sentences. Name the exact role and where you saw it, then say who you are in one line. No preamble.
[I am writing to apply for the [exact job title] position at [hospital], advertised on [where you saw it]. I am a Registered Nurse with [X] years of experience in [speciality], currently working in a [bed count]-bed [unit type] in [city], India.]

Paragraph 2 — the evidence
This is the paragraph that does the work, and the one to rewrite for every application. Take the top two requirements from the advert and give one specific example against each. Numbers where you have them.
[The advert asks for [requirement one]. In my current role I [specific example, with a number in it]. You also mention [requirement two]; I [specific example]. My CV sets out the rest of my clinical background in detail.]

Paragraph 3 — why this employer
Three or four lines, and only if you mean it. Something specific about the unit, the service or the organisation. Invented enthusiasm is obvious to anyone who reads letters for a living — if you cannot find a real reason, cut this paragraph and lengthen paragraph 2 instead.
[I am applying to [hospital] in particular because [specific, verifiable reason — the speciality of the unit, a programme they run, the patient population, something you read on their site].]

Paragraph 4 — where you actually stand
Facts about your own applications and availability. Nothing else.
[My registration with [regulator] is [status] as of [month year], and my [IELTS/OET] was completed in [month year]. I am currently serving a notice period of [length] and would be available from [date]. I would welcome the chance to discuss the role and can make myself available for an interview at a time that suits your timezone.]
IMPORTANT: state facts about your own applications only — what you have submitted, and when. Do not state or imply anything about visa eligibility, sponsorship, or your right to work in that country. Those are questions for the employer and, where you need advice, a licensed migration professional. Getting this wrong in writing is the one mistake in this letter that is genuinely hard to walk back.

Thank you for your time and consideration.

Yours sincerely,

[Your full name]
"Yours sincerely" when you have named a person, "Yours faithfully" when you have not. Nobody will reject you over this, but it is free to get right.

Three worked openings
The same first paragraph, written three ways for three different applications. Notice that each one names the role, the source, the speciality and the scale within two sentences.

Critical care, Australia
I am writing to apply for the Registered Nurse (Intensive Care) position at [hospital], advertised on your careers portal on [date]. I am a Registered Nurse with 6 years of adult intensive care experience, currently working in a 24-bed multidisciplinary ICU at a 750-bed tertiary hospital in Kochi, where I routinely care for 2-3 ventilated patients per shift.

Aged care, New Zealand
I am writing to apply for the Registered Nurse position at [facility], advertised on [job board]. I am a Registered Nurse with 4 years of experience across medical and geriatric wards, most recently in a 40-bed medical unit in Chennai where the majority of my caseload were patients over 70 with multiple long-term conditions.

Medical-surgical, UAE
I am writing to apply for the Staff Nurse (Medical-Surgical) position at [hospital], reference [number]. I am a Registered Nurse with 5 years of medical-surgical experience in a 30-bed post-operative ward at a 500-bed hospital in Hyderabad, working to a 1:6 ratio on day shifts.

Phrases to leave out
1. "I am a hardworking and dedicated nurse" — every letter says this, so it says nothing. Replace it with something you did.
1. "I would be grateful for any opportunity" — apply for the role you are applying for.
1. "Respected Sir/Madam" and "To Whom It May Concern" — dated, and easy to improve.
1. "I am confident I would be a perfect fit" — the reader decides that; give them the evidence to.
1. "Kindly do the needful" — a common phrase in Indian business English that reads as unclear elsewhere. Say what you want to happen.
1. Anything about visas, sponsorship or your right to work beyond the factual status of your own applications.
1. Your entire CV, restated. The letter points at the CV; it does not replace it.

Last reviewed: August 2026. Requirements change — always confirm current requirements with the employer and the relevant nursing regulator.
[Delete this line before sending. Free template from NursesFuture — www.nursesfuture.online]
