Your Name    

Your Address

Your City    

Your Postal Code

Date       

Name of Contact – Position

Name of Business

Address of Business

City Business is Located

Postal Code of Business

Dear ​____________,

I am interested in applying for the position of __________ as advertised in/on the ____________ .  I am enclosing my resume for your consideration.

I note that the position of ______________ requires ___________________, __________________________________, _____________________________________________________________. As my resume indicates, I have valuable experience in all of these areas as a result of my (explain how you can be an asset to their business). 

I would be very interested in meeting with you to discuss my qualifications at a time that is convenient to you. 

Thank you for your time and consideration.

Sincerely,

_____________

