April 7, 2007





John Doe
Address
(555) 555-5555
email@yahoo.com 

Dear Ms. Smith: 

This letter is to introduce myself and to be considered for one of the employment opportunities being offered at (     ).
I am currently working at (      ) and I am a student attending (         ). I am in my fourth semester, with plans for a career in (       ). My previous employment (has or has not) been in area that I am applying for but school has provided me with numerous experiences and similar skills that will be beneficial to your organization.           

If you are interested in meeting an enthusiastic employee who is efficient, conscientious, and responsible – let’s talk. I would welcome the opportunity to further discuss these or any openings you may have. I may be reached at (phone) or my email at (    ).

I look forward to hearing from you. 

Sincerely, 



John Doe
