Jane Doe

202 Oak Ridge Lane

Indianapolis, Indiana 47804

(888) 555-1234

April 19, 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'm looking for a position as a medical dental assistant and that is why I'm writing this cover letter today. I noticed in the Indianapolis Star, your advertisement for this position was open at Perfect Dental Health Care. I have a vast experience in several areas in this field of work. I am trained and certified and have worked in this field for the past five years. I am extremely good at what I do and enjoy working with people.

If you'd like to meet me in person to go over the duties, I'll be happy to accommodate your schedule. I'll be happy to come to your office any weekday morning before noon. Please phone me at (888) 555-1234 and give me a time and date that works for you. I really appreciate being considered for this job and your time for considering my cover letter.

Sincerely, 


Jane Doe

Enclosure:
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