Your Present Address

City, State ZIP Code

Date

Beverly Maye, Director

Human Resource Department

XYZ Corporation

Raleigh, North Carolina 27604

Dear Ms. Maye:

The opportunity to visit with you and the operations at XYZ Company have strengthened my interest in the Public Relations Assistant position now available. I was particularly encouraged to hear you explain the efforts underway to develop a promotional company video and brochures for each department. I am confident that my past experiences in videography and promotional writing will enable me to make strong contributions to these projects.
Thank you for the time and consideration shown to me during my visit. I especially appreciated the tour of XYZ with your assistant, Paula Ray. As you mentioned at the conclusion of our interview, I will anticipate hearing from you regarding your decision after October 20.

Sincerely yours,

(Your handwritten signature)

Type Your full name
