KKKK SMITH SMITH

Current Address:  0000 University Terrace Apt 000 ● Salisbury, MD 21804 ● 000-000-0000 (C)

Permanent Address:  4444 XXX Rd ● Annapolis, MD 20000 ● 410-000-0000 (P)

XX0000@students.salisbury.edu
Today’s Date
Ms. Ann James

Vice President, Marketing

Wiggetts, Inc.

123 Grand Avenue

Houston, TX  70890

Dear Ms. James:

The opening paragraph should arouse the interest of the employer. State why you are writing and give information to show your interest in this specific organization.  If it is a letter of application, name the position for which you are applying and how you heard of it.

The middle paragraphs should create a desire on the part of the employer to know more about you. Explain why you are interested in working for this employer. Point out your achievements or qualifications in this field, especially those that meet the job description or requirements.

Refer the reader to your general qualifications on your enclosed resume. Highlight important points from your resume. Also highlight points that will be of particular interest to this specific organization.

The closing paragraph should pave the way for the interview by asking for an appointment, or by offering to call the employer in the near future, or by some similar suggestions to facilitate an immediate and favorable reply.

Sincerely,

(Sign Here)

Karen E. Jones

Enclosure (you are noting that you have enclosed your resume)

	           identify objective

          refer to resume…

                        point out

                 qualifications

      and special interests

               arrange for an

                       interview
	
	18240 Magnolia Place

Baton Rouge, LA  70803

April 1, 20xx

Mr. John Sampson

Vice President

ABC, Inc.

2301 Walnut Grove Lane

Raleigh, NC  27695

Dear Mr. Sampson:

I am seeking a position in materials evaluation at a high technology company such as yours. I am aware from researching your firm that you have a training program for physicists and engineers.

As you will note from the enclosed resume, I have majored in physics and have participated in significant research. This background, as well as several business courses, has prepared me to combine an interest in motivating people with a desire to work in a technical environment.

Another paragraph here – much same as above

I would like to learn more about your trainee position, and I will contact your office the week of April 15th to arrange an appointment at your convenience.

Sincerely,

Karen E. Jones

Karen E. Jones

Enclosure




