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YourName

YourAddress — Usethe sameheadel:rason
City,State,ZipCode your resume!
Phonenumber

Emailaddress
Date

Mr./Ms./Mrs. Employer'd-irstand LastName, Title
Company/OrganizatioName

Address

City,State,ZipCode

DearMr./Ms./Mrs. LastNameof Employer:

18t paragraph:Stateyou reasonfor writing and how you found out about the opening.
Ex:My nameis (blank),and | am writing to expressnmy interestin the positionof (blank).l becameaware of the
positionopeningthrough (blank).

Youwant to provethat you havedone someresearchon the company/organizatiorthat the positionis affiliated
with; perhapssomethingthat attractsyou and makesyouwant to be apart. In other words,why do youwant to
work for them?

Ex:Inresearchinghis opportunity,| find that you done

ant to incorporatea transition sentenceto endyour first paragraphto matcheswith your education,

skills,and experience USEEXAMPLEBROMYOURRESUMEEREY ouare trying to prove that you are anideal
candidateasyou stated in the conclusionof paragraphl.

3 paragraph:In your closing,you want to refer the readerto your resume.Reiteratehow you canbe contacted.
Closewith a statementof action, andthank them for their time and consideration.

Ex:Attached,youwill find my resumewhichprovidesgreaterdetail of my qualifications At your earliest
conveniencepleasefeel freeto contactme by phoneor email.| will follow up with youin abouta weekto check
the statusof my application.Thankyouverymuchfor yourtime and consideratiorof candidacyand | look forward
to discussinghis opportunitywith youfurther in the nearfuture.

***After ‘Sincerely,’makesureyou hit ‘ENTERabout 3 times and then type you namein. Between'Sincerely’
andyour typed name,you will needto add your signature.Thiswill require you to print out the document,sign
it, and scanit backinto your computer***
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