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]
Dear MACROBUTTON  DoFieldClick [Recipient Name]:


I saw your listing in the Indianapolis Star for an experienced shipping/receiving supervisor. My friend, (John Doe), currently working in the Sales department at (your organization), recommended that I contact you about the Shipping manager currently available in your department. I am very excited about this opportunity and I would be an asset to your company based on my accumulated prior experience.

If we could meet in person to discuss what you have in mind for the supervisor’s who work for your company, I'd be happy to drop by your office at a time that suits you.

Please call me at (888) 555-1234   to arrange it and I'll be there. Thank you so much for considering me to fill this opening. I will contact you again next week to follow up on the position you have open unless I hear from you sooner.

Sincerely,


John Doe

Enclosure: Resume
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