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MACROBUTTON DoFieldClick [Your Name]
MACROBUTTON  DoFieldClick [Street Address]
MACROBUTTON  DoFieldClick [City, ST  ZIP Code]
January 2, 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]:

One of my friends who work’s for your company, (John Doe) recommended that I write you about a position as an Office Manager.  He really enjoys his work and, from his description of company management philosophy, I am sure I would too. My research of your company, told me we have a lot in common, since my last position was also field related in management. I am confident that my skills and my passion for technology are a perfect match for this position.
I would bring to your company a broad range of skills, including:

·  MACROBUTTON  DoFieldClick [List skill]
·  MACROBUTTON  DoFieldClick [List skill]
·  MACROBUTTON  DoFieldClick [List skill]
·  MACROBUTTON  DoFieldClick [List skill]
·  MACROBUTTON  DoFieldClick [List skill]
I would welcome the opportunity to further discuss this position with you. If you have questions or would like to schedule an interview, please contact me by phone at  MACROBUTTON  DoFieldClick [phone number] or by e-mail at  MACROBUTTON  DoFieldClick [e-mail address]. I have enclosed my resume for your review, and I look forward to hearing from you.

Sincerely,
 MACROBUTTON  DoFieldClick [Your Name]
Enclosure: Resume
