





          SAMPLE COVER LETTER – FULL TIME JOB 
Joe Smith

123 Main Street


New York, NY  10012
(917) 123 4567
Joesmith@mercy.edu
August 6, 2016
Mr. Henry Jones
Human Resources Manager
Ponce de Leon Bank
456 Broadway
New York, NY  10013
Dear Mr. Jones,
I am writing in reference to the Entry Level Financial Assistant position recently posted on your website. I am interested in this position because I have recently completed a Bachelor degree in Finance at Mercy College and have been a client of Ponce de Leon Bank since 2012. I have always been impressed with your impeccable customer service and want to be a part of your team. I know that you recently acquired Queens Bank making you the fastest growing regional bank in the borough. 


In reading the job description, I see you are looking for someone with a minimum of 3 months experience in finance who is looking to build their career. I think I fit the profile perfectly because I have completed 2 summer internships in finance: in consumer banking at Citibank in 2014 and most recently in new product development at Banco de Santander. In both experiences, I gained practical skills, which will be beneficial to my performance as an Entry Level Financial Assistant.  

I have enclosed my resume for your review as well as submitted my application on your website. I would be happy to provide you with references and any other information that may be necessary. Let me know if you have any questions or need anything else. Thank you for your consideration.

Sincerely,

Joe Smith 

Enclosure 

