February 11, 2005
Employer Name

Employer Address

City, State 98888

Dear Mr. Adams:

In response to your recent advertisement in ___________(online ad or newspaper name), for the _____________ position, I am submitting my resume for your review.  I have great interest in this opportunity because____________.

I believe that my personal and professional qualifications as a __________will be an added benefit for your organization, and I am confident I can provide many valuable contributions to your organization. Your advertisement for this position stated you were looking for a candidate who _________ and had excellent ___________ skills. Those are qualities that I possess.
I look forward to hearing from you in the near future to schedule an interview at your convenience. I hope to learn more about your company’s plans and goals and how I can contribute to its success. Thank you for this opportunity to apply.

Sincerely,

Your First and Last Name here

Enclosure 

