February 11, 2005


Employer First and Last Name
Title, Department 
Company name
Address 
City, State, Zip Code 



Dear Mr. Smith: 

It was very enjoyable to speak with you about the ____________ position open within your organization. The job, as you presented it, seems to be a very good match for my skills and interests. The qualities you described that you were looking for in a candidate confirmed my desire to work with you. 

In addition to my enthusiasm, I will bring to the position strong personal and professional qualifications such as: (These are dental assisting examples)
· Oral Hygiene Instructions


· Dental Dam Placement

· Excellent chair side skills



· Alginate Impressions

· Instrument Passing
· Exceptional Customer Service skills

· I am self-motivated and dependable
I have a great deal of passion for working as a __________(program). In addition, I am confident that I possess the drive and qualifications to benefit patient care and contribute to your business’s goals.
I appreciate the time you took to interview me. I am very interested in working for you and look forward to hearing from you about this position. 

Sincerely, 

 

Your First and Last Name
360-555-5555 Home
360-555-5555 Work 

