Date 

John Doe

Address

Phone

email@gmail.com 
To Whom It May Concern: Human Resources,
             It would be the most exciting and rewarding experience for me to help in your mission, goals and values of your organization. I am confident that my combination of practical work experience, background, professionalism, communication expertise, cultural sensitivity, strong yet calm, caring presence and educational experience, has prepared me for making an immediate benefit, to your mission and our clients success. 
I possess an eternal positive attitude as well as un-yielding passion and compassion. I am self-motivated, with excellent skills with planning and execution. I think quickly and strive to solve problems. With a strong communication skills and work ethic un-matched, customers and co-workers enjoy working with me. I hope to contribute and grow within your organization well beyond the position advertised. Please call me at (555) 555-5555 or contact me through e-mail at email@gmail.com to arrange a convenient time when we may meet to further discuss my background in relation to your needs. I look forward to hearing from you and working together. 
                                                                        Thank You   
Sincerely 

John Doe
(555) 555-5555
email@gmail.com 

