John Doe

202 Oak Ridge Lane

Indianapolis, Indiana 47804

(888) 555-1234

April 22, 2009
MACROBUTTON  DoFieldClick [Recipient Name]
MACROBUTTON  DoFieldClick [Title]
MACROBUTTON  DoFieldClick [Company Name]
MACROBUTTON  DoFieldClick [Street Address]
MACROBUTTON  DoFieldClick [City, ST  ZIP Code]
Dear MACROBUTTON  DoFieldClick [Recipient Name]:


I saw your listing in the Indianapolis Star for an experienced Process Engineer. With this cover letter I am applying for the job. My experience as an engineer with Bush Contracting for over five years has prepared me well for the job I saw today listed for an engineer at Contractor Supplies Inc. I hope you will consider me for one of these key positions in your new contract with Indy Builders.

May I meet you in person to talk more about this job and how I can fill it? I'm available to meet at your convenience any weekday. Please phone me at (888) 555-1234 to arrange an interview if you'd like to talk further. Thank you for your time reading this cover letter and going over my resume. I'd be happy to drop by your office at a time that suits you.
 

Sincerely,


John Doe

Enclosure:

Go to:    http://www.resumes-cover-letters-jobs.com
