Individual's Name
Title of this person
Name of Company
Street or Post Office Address
City, State ZIP Code


Dear (Try to obtain the name of the specific person you wish to review your resume):


In this first paragraph, you indicate the reason for writing,
the specific position or type of work for which you are applying,
and how you learned about the opening (placement office, newspaper
ad, friend, etc.).

The second paragraph should mention why you are interested in
this position, the organization, its products or services, and
above all, indicate what you can do for this employer. If you
are a recent graduate, explain how your academic background makes
you a qualified candidate for the position. If you have some practical
work experience, point out the specific achievements or unique qualifications. Do not repeat your entire resume.


Refer your reader to the enclosed resume and/or application blank
which summarizes your qualifications, training and experience
in the third paragraph.


Close your letter by indicating your desire for a personal interview.
You may also thank the reviewer again for their consideration.

Sincerely,

(Sign full name)

Type out full name

