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 a marketing research specialist. I am looking for just such a position. I have been doing this kind of work for more than eight years. I am well prepared to handle this type of work with complete confidence in my abilities to perform all the necessary job requirements with quality results.

Would you like to meet to talk over the job you are offering and to hear what I can bring to your company because of my long experience? If so, please call me on my cell phone: (888) 555-1234 to set up a date and time that works for you. I appreciate your reading my cover letter and I look forward to speaking with you in person.

 

Sincerely,


John Doe

Enclosure:

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