FULL NAME 
 Address

City, MI Zip Code 

Contact: 
Email:
<Date:>
<Contact Person>
<Professional Job Title>
<Entire Name of Company>
<Street Address>
<City, ST Zip Code>
Dear <(Mr., Ms., Mrs.) Contact Person>:
Please accept this letter application and accompanying resume as evidence of my sincere interest in the <job title>position at <company name>.  I learned of the this opening through <advertisement, web page, referral person> and I am especially interested in this position because <state your reason of interest>.
As an individual aspiring to work in <(type the kind of work, or field)> I am confident I will make a significant contribution to your organization.  Some of my key strengths I will bring are highlighted below:

· <Credentials/Training> (Certified in….)

· <Special skills> (Classroom training in licensed day care facility)
· <Best personal traits>(Great customer service….)

· <Major accomplishments>(Earned Junior Teaching Certificate three consecutive years)
In addition, I was responsible for handling <type something you were proud of or handled well at another job>.  I am energetic, a great team player and very eager to learn new things.

My enclosed resume contains additional information on my experience and skills.  I would welcome an opportunity to meet with you in person at your earliest convenience to discuss further how my qualifications may benefit <organization name>.  Thank you for your time and consideration.  I look forward to hearing from you about this great opportunity.
Sincerely,

Type and SIGN Your Name in black ink
<Your Name>
<Your Contact Number>

<Your Email>
