January 1, 2006

Joy Clancey

Director

28825 Franklin Blvd.

Indianapolis, TX 78247

Dear Ms. Clancey:

The accompanying resume is in response to your listing in the _______________ for a _______________. I am especially interested in the position because my experience with _______________ has prepared me to understand the needs and problems of the business community from the perspective of _______________. I wish to use this experience with a _______________ (company accomplishment) firm such as yours.

I have been searching for a position that allows me to grow in my career and advance in learning and responsibility.  I believe the skills you have stated in your advertisement are a perfect match for my professional strengths. 

I would appreciate your taking the time to review the enclosed resume.  I will contact you early next week to set up a time to meet.

Sincerely,

John C. Doe

