	Bob Williams


202 South Halsted Street

Chicago Heights, Illinois 60411
(708) 709-3911
emailaddress@anywhere.com


Date
 Mr. / Ms.
Contact Title

Company / Organization Name

Street Address and Suite / Site Number

City, State  Zip Code
Dear Mr. / Ms. ………………..:

Please review my resume and related employment application information.  I located your employment advertisement for a ……… (BOLD)…, Position Reference # ……………………….. , through the ……………………….. Please consider my experience, skills and education for employment. 
The enclosed resume will provide you with a more detailed description of my qualifications and experience.  Having the opportunity to meet with you to further discuss the position will be greatly appreciated.  I can provide you with references and letters of recommendation, in addition to the online employment application and email documents, at the time of our meeting.
Based on my experience, adaptability and willingness to meet new challenges, I am confident that my performance will meet your highest expectations.  I am looking forward to meeting with you to discuss your current or anticipated staffing needs, along with my ability to help you resolve them.

Thank you for your time and consideration.  If you have further questions, please contact me at ……………………. . I will be calling next week on _ (day) – (month & date)   at   (time), to insure that you have received my employment documents. 

Sincerely,
Your Name
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