John 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]
DearMACROBUTTON  DoFieldClick [Recipient Name]:


I have been a security guard for five years and am looking for a new employer now that I live in Indianapolis. I am looking for full time or a part-time position, any three days of the week, including Saturdays. I enjoy security work fulltime and have also patrolled and monitored many institutions on the night shift in a fulltime position.

If we could meet in person, I will show you my portfolio. I have a superb security  talent and skills that I think your establishment will benefit from.

Are you free to get together any morning next week? Please call me at (888) 555-1234

to let me know. I'll come at a time that works best for you. Thank you for reviewing my cover letter and resume prior to our meeting. I am looking forward to meeting you. 

Sincerely, 


John Doe

Enclosure:

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