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]:


My ten years of experience with the major corporations I have listed on my resume, has prepared me for the job you've advertised for in the Indianapolis Star for the HR Manager position. 

I'm aware of the responsibility and opportunities as I am currently the Senior Human Resource Manager of (Name of Present Company), in (Location of Present Company) with over (Number of employees). During my ten years of work I have developed and applied several HR strategies which resulted in: 

· Department training cost reduction 

· Better quality of personnel being hired 

· Expansion of the human resource department 

· The number of employees retained has increased by 10%

I believe that the skills that I have gained from these duties match those that you requested. I have had a successful career at (Name of Present Company). But I wish to grow in my career goal of HR Manager. The position offered by your company gives me the opportunity of learning, adding and sharing my expansive skills in HR with the industry leader.

Please go through my resume for a comprehensive review of my accomplishments. Feel free to contact me at the number above should you feel that we need to discuss this position comprehensively. I'm ready for a new challenge. I am available to begin work just as soon as this position is secured and my family is settled in.

May I meet you in person to talk more about this job requirement and to expand on my background? I'm available at your convenience any weekday. Please phone me at (888) 555-1234 to arrange a get-together that works for your schedule. Thank you for considering meeting with me.

Sincerely, 


Jane Doe

Enclosure: Resume
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