Friday January 27, 2012

Joe Jobgetter


101 Cover Letter Dr.








Dyersburg, TN 38024
Human Resources,

I read the vacancy posting for the Accounting Clerk position in the Dyersburg State Gazette and ask to receive consideration for this position. My professional experience in accounting and customer relations sufficiently qualifies me for this vacancy.

As indicated on my resume, the qualifying experiences I possess have been in accounting and customer service. I have had the opportunity to perform a multitude of payment transfers for a variety of different customer accounts.  I have also been called in to work closely with customers to ensure their satisfaction with the handling of their accounts. For example, I was able to identify inaccuracies with two customer accounts which were inappropriately charged. Through quick reaction and quality customer service, my company was able to retain their business. My acquired skills will serve your company well.

I look forward to speaking with you and acquiring a better understanding for the needs of Mid-Town Medical. Please feel free to contact me at 731-288-7515 or via e-mail at joe.j.jobgetter@getajob.com.

Respectfully,
Joe Jobgetter

�Date used should be same date cover letter will be sent.


�It is usually a good idea to address the cover letter to someone specific.  If you are unable to find out the name of the person who should receive the letter, however, you may address it to a group such as Human Resources, or Selection Committee, or Hiring Committee. 


�This first paragraph should be the introductory paragraph.  You will want to explain what position you are interested in.  It is also a good idea to share where you found out about the open position.  At the end of the introductory paragraph, share two to three qualifications that you have that match the qualifications required of the job posting or company.


�The main body paragraph(s) should focus on the two to three qualifications that you mentioned at the end of the introductory paragraph.  Use specific examples from your work experience that highlight how you developed or implemented the skills that meet those qualifications.  Remember to tailor your qualifications to match the company’s job description. 


�The closing paragraph should sum up your qualifications and it should reveal what you plan to do next.  In most cases it is a good idea to request an interview in some shape or form.  Be sure to include your contact information and thank them for taking the time to read your letter.


�Be sure to sign it by hand as well.





