	Your Name Here


1853 Home Street
Anywhere, IL 33333
(222) 555-5555
emailaddress@yahoo.com


Date
 Mr/ Ms






Contact Title

Company / Organization Name

Street Address and Suite / Site Number

City, State, Zip Code

Dear Mr. / Ms ………………..:

Thank you for taking time to review my resume and related employment application information.  I located your internship/employment advertisement for a …………………………….., Position Reference # ……………………….. , through  ……………………….. Please consider my experience, skills and education for internship/employment. 
The enclosed resume, reference list, and letters of recommendation, in addition to the online employment application and email documents, will provide you with a more detailed description of my qualifications and experience.  Having the opportunity to meet with you to further discuss the position will be greatly appreciated. 

My past experience as a …………………………………., include working at ……………………. will be an asset when achieving the goals and responsibilities of the position.  In my previous positions, I have excelled at producing quality …………………………, under demanding deadlines.  In addition, you will find I am a dedicated professional, noted for my short-notice availability and dedication to completing a project.

As a graduate of …………………………………….. , I successfully obtained a ……………….. Certificate/Degree in ………………………………  Along with my education, I have taken courses professional development courses in………………………………. and …………………………… .  This broad educational base has provided me with valuable skills which I have successfully applied in my professional career. 

Currently, I am registered with Southland Health Careers, Illinois workNet Center and am working with Paul Zaremba. Mr. Zaremba is available to discuss my qualifications, suitability, testing, training, and referral to your Organization. His phone number is (708) 756-1000 ext. 3436.
Based on my experience, adaptability, and willingness to meet new challenges, I am confident that my performance will meet your highest expectations. I look forward to meeting with you to discuss your current or anticipated staffing needs, along with my ability to help you resolve them. 
I am grateful for your time and consideration.  If you have further questions, please contact me at ……………………. . I will be calling next week to insure that you have received my employment documents. Looking forward to hearing from you favorably, I am.
Thank you,
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