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 purchasing clerk and I'm writing this cover letter today because I found in the Indianapolis Star, your advertisement for a purchasing clerk position at your local plant. I have experience in several areas of procurement, purchasing through inventory control per month is my specialty. I'm fast on my feet, can carry a large workload, and enjoy teaming up with others for special task. I have also organized the counting of many quarterly inventories.

If you'd like to meet me in person to go over the duties, I'll be happy to accommodate your schedule. 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. I know that Purchasing Clerks are in great demand and I'd be pleased to be one of them at your facility.

Sincerely, 


Jane Doe

Enclosure:

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