Job Seekers Name
Street Address
City 
State Zip Code
Telephone: (   )
E-mail address
Name of Recruiter or Company Contact
Company Name
Street Address
City
State Zip Code 

Month Day, Year
Dear Mr. or Ms    , (if name is unknown type Dear Sir/Madam)
I am responding to your advertisement in the (or on) website                 for the position of                                                                                  .   I am very interested in working with your company (or within your industry).  I do believe my personality and work ethics will add value to your office (give a reason why e.g. due to my extensive experience in customer service within the hospitality industry)
Some highlights of my career that may be of interest to you are;

· Example of relevant education certificate.
· One of the positions held and how that experience relates to the position posted.
· One accomplishment that would impress this particular employer e.g. an 
Award or % savings to organization you worked for.
I would greatly appreciate the opportunity to meet with you to discuss my qualifications further.  Please feel free to call me on my cell phone at (443) 123 4567 if you have any further questions.

Thanking you in anticipation,

Sincerely,

Job Seekers Name
Enclosed: Resume

