Your name

Street Address

City, State Zip

Date

Name of contact person 

Job title

Name of Company  

Street Address

City, State Zip

Dear Ms./ Mr. Last name of contact person:

Please accept this letter and résumé as an expression of my interest in the < insert name of > position>.  I am very organized individual with experience < insert type of experience>, along with bilingual abilities and diverse skills. I am confident that I will be a valuable member of your team.

I am able to identify and solve problems effectively and render appropriate customer follow-up services. I especially enjoy challenges, diversity in daily tasks, and working with people. My personal characteristics include a high level of dedication to my work and strong values of integrity and honesty. In addition, I possess the ability to understand and navigate various computer programs.

Thank you in advance for your time and courtesy in reviewing these materials. I welcome the opportunity to meet with you and discuss your company’s needs in greater depth. Should you wish to arrange and interview I can be reached at <insert telephone #>. I look forward to hearing from you.

Sincerely,

Name

Enclosure: résumé

