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]:


While Reading the Indianapolis Star, I saw your need for an accounting clerk with experience. I have your needed experience. I worked as one of two accounting clerks for Dayton and Son’s accounting for three years. I'm looking for new employment in this same field, due to recent downsizing.

I'm sending this cover letter today to let you know I'm open for this job which requires updating and maintaining one or more accounting records, including those which include expenditures, receipts, and accounts payable and receivable.

I'd welcome working for [Insert Company Name] and hope that you will select me to fill the current opening. 

Could I ask you to setup a meeting for an interview so we can discuss further exactly what you expect from the person you hire? I'll be happy to come in to your office any weekday between 8:00 a.m. and 3:00 p.m. Give me a call at (888) 555-1234 and I'll respond immediately. Thank you, appreciate your consideration.

Sincerely, 


Jane Doe

Enclosure:

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