JANE LIMON

1762 Park Way

San Antonio, TX  78249
(210) 555 -1212

limonjane@hotmail.com

October 27, 20xx
Brian Yeich (if known)
Human Resources Administrator 
City of San Antonio
111 Plaza de Armas
San Antonio, Texas  78205

Dear Mr. Yeich:
State the position for which you are applying and how you learned of the opening. 

Names of individuals can be important. Show your enthusiasm for the position, why THIS company/organization, why you would be a good fit. Stimulate the employer’s interest.

Include a paragraph or two. Include a transition sentence to link your education, experience and skills to the needs of the employer. Provides a strong case for how your qualifications meet the employer’s needs. 

Highlight key strengths in terms of total experience;
Describe how you will add value to the organization now;

Describe how you will help the organization meet their future goals.

Indicate what makes you different from other candidates.


Refer to your enclosed resume.

Restate your interest in the position. State what you expect next (an interview).
Describe what you will do as follow-up.
Thank you in advance for your consideration.

Sincerely,


Jane Limon (Advantage of technology allows you to add a real signature here, take a picture and copy, paste.)
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