First Last
999 Address Drive, Chicago, Illinois 60001

Home: (999) 888-7777 | Cell: (666) 555-4444

Email: firstlast@youremail.com

January 00, 20XX
{Contact Name (if known)}

{Contact Job Title}

{Company Name}

{Company Address}

{Company City, State, Zip}

Dear Mr./Mrs./Ms. {Last Nam}:

{Insert Introductory Paragraph Here]

The qualifications and professional knowledge I can bring to your organization include:

· {job responsibility or achievement 1}

· {job responsibility or achievement 2}

· {job responsibility or achievement 3}

· {job responsibility or achievement 4}

· {job responsibility or achievement 5}

In review of your company’s objectives and possible openings, I believe that my experience is in perfect line with your current needs. If your firm is looking for a dependable, results-oriented professional with a solid performance track, I would be interested in speaking with you to discuss the value that my strengths and experience can bring to your company.  I can be reached in confidence at the above telephone numbers or email address and I look forward to hearing from you.

Sincerely yours, 

Sign name here

First Last

Enclosure

