1111 Main St.

Anytown, DC 20002

(555) 555-7339

jane.doe@anyemail.com

January 5, 2013

Ms. Gloria Fairbanks

XYZ Company

4892 Beal St.

Ann Arbor, MI 48392

Dear Ms. Fairbanks,

I would like to submit my application for your Secretary position available at XYZ Company.

I have worked for several years as a secretary. My job duties included typing reports, answering the phone, and filing papers. I also have an associate’s degree in office management.

If you have any questions, please contact me at (555) 555-5555. I am available to start immediately, and I look forward to hearing from you soon.

Sincerely,

Jane Doe

