Your Name
(Correct Street Address)
(Your City, State, then ZIP Code)

[Date]

Your Contact's Name
Their Full Title
Their Company Name
Street Address
City, State, Zip code


Dear Mr. or Ms.__________________________,

I wanted to personally send out this thank you for our phone conversation yesterday at (John Doe Inc.). You graciously provided me with some very useable information regarding your customer service job opportunity.

As you can see, my resume is enclosed, as I’ve looked forward to applying for this position for quite a while now. I also took the liberty to supply my references. As you will see on my resume, I have many years experience.

If you could grant me the opportunity to go over with you in detail my qualifications, you will notice my best strengths are in this area. Please contact me at _____ or send me an email at _____. I'll be following up in several business days. I would really like the opportunity to talk with you in person.

Sincerely,


(Handwritten Signature)
Your Name


Enclosure:
