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Why You Need a Great Cover Letter

A great cover letter helps you:

Introduce yourself with confidence
Show employers why you're the right fit
Adds a personal touch that a resume can’t convey

Even if the job doesn’t require one, including a thoughtful cover letter can help you stand 

out, especially in competitive job markets.

Quick Tips Before You Start

Keep it to 3–4 short paragraphs
Customize it for EACH job application
Use keywords from the job description
Mention your certification/registration status (if applicable) and work setting experience
Proofread for spelling, tone, and flow

TEMPLATE 1: 

For Techs in Training or Preparing for Certification

Your Full Name

Phone Number

Email Address

City, State

Date

Hiring Manager’s Name

Pharmacy or Organization Name

Pharmacy Address



Dear [Hiring Manager’s Name or “Hiring Team”],

I’m excited to apply for the [Job Title] position at [Pharmacy Name]. I am currently [select: 

enrolled in a pharmacy technician training program at [School Name] / registered with the 

[State] Board of Pharmacy / preparing to sit for the [PTCB or NHA] certification exam in 

[Month, Year]]. Although I am not yet nationally certified, I bring a strong foundation in 

pharmacy operations, medication safety, and customer service and I am eager to put those 

skills into action.

I noticed in your job description that you're seeking someone who is [insert qualities from the 

posting, e.g., “a fast learner with strong communication skills”]. During my training, I’ve had 

the opportunity to [insert examples, such as: “work in simulated prescription environments,” 

“assist with mock inventory tasks,” or “develop patient interaction skills”].

While I may not hold national certification yet, I am reliable, motivated, and passionate about 

pharmacy work. I am looking for a team where I can contribute immediately while continuing 

to grow under experienced mentors.

Thank you for considering my application. I would welcome the opportunity to speak with you 

further about how I can support your pharmacy team.

Sincerely,

Your Name

TEMPLATE 2: 

For Certified, Registered, or Experienced Techs (1+ Years)

Your Full Name

Phone Number

Email Address

City, State

Date

Hiring Manager’s Name

Pharmacy or Organization Name

Pharmacy Address

Dear [Hiring Manager’s Name],

As a [choose: nationally certified / state-registered / experienced] pharmacy technician with 

[X] years of experience in [retail, hospital, long-term care, etc.], I’m excited to apply for the 

[Job Title] role at [Pharmacy Name]. I bring a strong track record in [select 2–3: prescription 



processing, inventory management, third-party billing, medication handling, or patient 

interaction], and I’m confident I would be a valuable member of your team.

I see in your job posting that you're seeking someone who [insert requirement, e.g., “thrives in 

fast-paced environments” or “has strong communication skills”]. At [Previous Employer], I 

[insert relevant experience—e.g., “helped process 200+ prescriptions per day,” “trained new 

hires,” or “navigated insurance rejections with patients”].

In addition to my technical skills, I’m known for being detail-oriented, dependable, and calm 

under pressure. I take pride in helping patients feel supported and safe when picking up their 

medications.

I would appreciate the opportunity to bring my experience to [Pharmacy Name] and 

contribute to your excellent care standards. Thank you for your time and consideration.

Sincerely,

Your Name

TEMPLATE 3: 

Career Pivot or Advanced Roles (Leadership, Remote, 
Clinical)

Your Full Name

Phone Number

Email Address

City, State

Date

Hiring Manager’s Name

Pharmacy or Organization Name

Pharmacy Address

Dear [Hiring Manager’s Name],

With over [X] years of experience as a [select: certified / registered / highly experienced] 

pharmacy technician, including specialized work in [insert: prior authorizations, billing, lead 

tech roles, immunizations, or training], I am excited to apply for the [Job Title] position at 

[Pharmacy Name].

Your job description highlights the need for someone who can [insert skill from job post, such 

as “work remotely,” “handle high volumes,” or “mentor newer techs”]. In my recent position at 

[Previous Pharmacy], I [insert a matching accomplishment—e.g., “led workflow 



improvements,” “managed remote refill coordination,” or “oversaw inventory for a long-term 

care facility”].

I’ve worked across multiple settings, including [retail, mail-order, tele pharmacy, or long-term 

care] and I enjoy improving processes, helping teammates, and keeping patients at the center 

of every decision. I’m now seeking a role where I can [insert future goal, like “lead more 

strategically,” “support remote operations,” or “work more clinically alongside pharmacists”].

I’d love to bring my expertise and passion for pharmacy operations to [Pharmacy Name]. 

Thank you for considering my application.

Sincerely,

Your Name

Final Checklist Before Sending

 Did you update the pharmacy name, job title, and contact info?
 Did you reflect a few of the employer’s keywords in your letter?
 Did you match your letter tone to the role (friendly for retail, formal for hospital, etc.)?
 Did you proofread it out loud?
 Did you attach or link your resume?

Bonus Tip

If you're applying to multiple jobs, create a master letter and save different versions for:

Retail
Hospital
Remote/tele pharmacy
Clinical or specialized roles

Then tailor each one slightly for the job posting.

Want More Resources?

Visit PharmTechsOnly.com to access free downloads just for pharmacy technicians:

Resume Tips & Templates
Interview Prep Cheat Sheet
LinkedIn Bio & About Me Builder
Career Pivot Guide, plus...



        Free CE Resources and more!

All created by experienced pharmacy technicians—for pharmacy technicians.

▶▶▶Want More Free Tools & Resources Just for Pharmacy Technicians?

Pharm Techs Only! is more than a career site—we’re a global community. Explore our platform for FREE 
CEU Listings, job alerts, resume tools, networking opportunities, and more. Join us on TechConnect to 
connect with techs worldwide and take your pharmacy career to the next level.

                                     Go to PharmTechsOnly.com for more info!


