Cover Letter Your Name
111 Pocono View Lane
Mount Pocono, PA  00000
Home: 570-000-0000

Cell: 570-000-0000

yourname@email.com
February 5, 2014
(Employer Name)

(Employer Title)

(Company Name)

(Street Address/P. O. Box Number)

(City, State, Zip Code)

Dear Mr. or Ms. (Employer Surname):

I am writing in response to your advertisement in/on the/your (website/newspaper/internet/job fair) for the (position).  My resume is attached for your consideration.  I am confident you will find me well qualified for the present job.

My background is in (career focus) at (school).  Your announcement indicated a preference for applicants with (area of knowledge) knowledge.  As you will see in my resume, I have an extensive background in this area:

· (skill 1)
· (skill 2)

· (skill 3)

I welcome an opportunity to meet with you and discuss in more detail my qualifications for the (name of position) position. I look forward to hearing from you to arrange an interview at a mutually convenient time.

Sincerely yours,

(Signature)

(Your Name)
