My Ultimate Career – Sample Cover Letter #2

John Q. Smith

1234 Main Street, Apartment 101

Centerville, USA  010101

(987) 654-3210 cell / j_q_smith@web.com
Ms. Jane Doe

Hiring Manager

ABC Company

Centerville, USA

Dear Ms. Doe: 

I was referred to ABC Company by Ms. Justine Jones, who felt that my unique skills, personality, and work ethic would match well with your corporate culture. 

As assistant to a top executive of Nuts & Bolts Technologies for the past two years, I can’t wait to bring my proven experience to benefit ABC. While at N&B, I saved their executive up to 10 hours a week in scheduling and phone duties. My organizational abilities saved thousands of dollars in travel costs. I also significantly improved our departmental image by creating impressive PowerPoint presentations that vividly illustrated our contributions.

Attached please find my resume. I am eager to talk to you about these and other contributions I have made to my previous employer, and look forward to becoming a part of ABC’s continued success.  

Thank you for your consideration. 

Regards,

John Q. Smith

