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City, State ZIP

Re: (Job Title), Vacancy Announcement: (Insert)

Dear Mr./Ms. (Name): or; Dear Director of Human Resources:

As a/an [professional title] with a proven background in [field/industry but don’t repeat the title] positions, it is with great excitement that I submit my resume for consideration to become a member of your team. In addition to my formal education and training, my [#] year history of hands-on experiences makes me an excellent match for the unique demands of the [Job Title] position.

In each of my professional roles, I have been successful in producing positive results and I have a consistent history of advancing shared company goals. Please review the following examples from my resume, which outline the many strengths I can leverage to advance [Organization]’s mission.
· Reworded example from resume.
· Reworded example from resume.
· Reworded example from resume.

My resume provides further detail on my talent for team collaboration and passion for problem solving; it is my goal to apply these skills to the progress of a growing company. I look forward to setting up a meeting to discuss in greater detail how I can benefit your organization. In the interim, thank you for reviewing this letter and the attached material.

Sincerely,



Name
