Name
Street Address
City, State Zip
Phone Number



Date

MR. John Smith
Title
Name of company
Street address
City, state Zip

Dear. Mr. Smith

I am applying for (Position Title) That I saw advertised in (State where you found the position internet, newspaper etc.)

As you will notice on my resume, I have experience and skills that are relevant to the (Position) State here how you have the qualification they are asking for, choose 2-3 and stick to the point.

This 3rd paragraph you want to reflect some research you have done on the company such as the founder’s name, or date the company opened. You also want to hit on a few of the companies mile stone or more recent accomplishments, again keep it short and sweet. (This shows your interest and investment of time) 

State again that you believe that you’ll be a great assist to the company and that you plan to follow up with a phone call within the next two weeks. Thank you for your time and consideration

Sincerely,

Your signature 

Your printed name


