Your Name

Street Address

City, State Zip

E-Mail Address (Optional)

Current Date

Name and Title

Name of Company

Address of Company


City, State Zip

Salutation:

The first paragraph is the point of contact.  It tells the employer the purpose of your letter.

The second and third paragraphs arouse the employer’s interest and the desire to learn more about you.  In these paragraphs, you are trying to get the employer to read your resume and grant you an interview.
The middle paragraph should also point out your key qualifications for this specific job.  Stating your strongest, most relevant skills and experience here serves to highlight them, so that the employer can easily see that you are a good candidate for this job.  In the second or third paragraph, refer to your enclosed resume as an invitation to read it.  Also, mention when you will be available to work.

The final paragraph is a short, courteous request for an interview.  Give your cell or home number and a good time to call you.  You might also give your employer the option to e-mail you if it is a more convenient means of contacting you.
Complimentary Close,

(Your Signature in Black or Blue Pen)

Your Name Typed

Any Enclosure: resume, letters of appreciation, awards, 

