John C. Doe

1234 Main Street

Danville, Virginia 24541

January 1, 1998
Deborah Emrich

Director

47380 Acher Ave.

Suite 77

Alexandria, OH 45440-0195

Dear Ms. Emrich:

Your advertisement in the _______________ for a _______________ caught my attention and interest. It appears that my professional qualifications and career interests are very much in line with your requirements. 

I was impressed with _______________ (company accomplishment).  It is obviously an exciting time to be part of _______________ (company).  If you take the time to review my enclosed resume, I believe you will see that I have the necessary skills to assist your company reach its stated goals.

I am interested in scheduling an interview at your earliest convenience to discuss my qualifications in further detail.  I will call you in a few days. Should you need to reach me, please feel free to call me at (434) 555-5555.

Sincerely,

John C. Doe

