SAMPLE COVER LETTER
Always send with a resume
David Becker
432 Fremont Ave. S.  # 2B
Minneapolis, MN 55414

September 12, 2003

Human Resources

Rainbow Foods

493 University Avenue

St. Paul, MN  55103
Dear Sir or Madam,

I am writing in response to the office manger position advertised in last week's Minneapolis Star Tribune.  I am enclosing a copy of my resume for your consideration and review.  

I have worked in customer service for the past 12 years and feel that I am well prepare to take on the position as office manger for Rainbow Foods. I have gained valuable managerial experience by working for Bon Appetite Catering Company over the past 3 ½ years. At this job I was not only managing employees and accounting, but also responsible for food preparation. I am also proficient in Spanish; a skill that I think will be useful for your company.

My main objective is to not only to find a job that will suit both my skills and experience, but one that is challenging and offers room for advancement.  I think that I would work well with the employees and customers at Rainbow Foods.  I hope I will have the opportunity to prove it.  I look forward to meeting with you to discuss the position in more detail.  Please call (651) 555-8989 during the day to schedule an interview.

Sincerely,

David Becker
Enc.  Resume

Your Name

Your Address

Date

Name of Person Hiring

Title

Company

Address

Salutation:

In this paragraph, you should say what position you are applying for and how you heard about it.

In the next paragraph, you should describe your qualifications.  Tell them your strengths and achievements.  Provide details not mentioned in your resume.  Assure the employer that YOU are the right person for the job.  List facts.  Why should they hire YOU?  

In the last paragraph, you should request an interview.  Tell them you look forward to meeting them.  Mention your telephone number and the best hours to reach you.  

Closing,

Signature

Typed name

Enc.  Resume

