
Name

Title

Company Name



RE: Your advertisement of (Date)
Address



 
        in (Newspaper) for a (Position)
Dear Mr./Ms.      :

Your advertisement caught my attention because it lists my precise qualifications.  I have enclosed/attached my resume, which details my thorough background in (your specialties or field).  

What my resume does not describe is my character.  I am (choose appropriate traits or replace with your own) an innovative thinker, ethical individual, empathetic supporter, inspiring leader, advance planner, a detail-oriented professional, proven manager, loyal co-worker, self-starter, conceptual thinker, strategic thinker, confident presenter, solid role model and team player. 

I would welcome the opportunity to demonstrate these qualities in person and look forward to hearing from you. 

Use this closing if you have or can secure contact information: 

I would welcome the opportunity to demonstrate these qualities in person.  I will contact your office shortly to schedule a convenient time for us to meet.  In the meantime, please feel free to contact me at the address/e-mail address or phone number listed above.

I thank you in advance for your consideration.   

Sincerely,

Name

Telephone Number
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Modify this letter to reflect your situation more precisely.  If you don’t know the recipient’s name, for example, use the title listed in the advertisement, such as “To the Director of Human Resources.”  If no title is given in the ad, use “To the Recruiter for...” with the job title or reference number.  Be creative; try and avoid the common “To Whom It May Concern.”





You should always include your name, address, phone number and e-mail address at the top of both your letter and resume.  Also include a phone number below your name at the end of the letter.  Before sending, remember to insert the date and RE: information, your name, signature and phone number. 











