Heather Johnson                                                                                                                                            3369 Village Woods Dr.                                                                                                                                   Atwater CA 95301                                                                                                                                  (209) 357-4069 (home)

Your Present Street Address

City, CA   Zip Code

February 12, 2002  (Date of contest)
(press Enter 4 times)
Company name

Address

City, CA   95301

(press Enter 2 times)
To (List Mr. or Ms. and the person’s last name):

(press Enter 2 times)

First Paragraph:  Tell why you are writing the letter, what position you are applying for, and how you heard of the position.  Do not begin with “Hi!  My name is . . .”  If you heard about this position from the newspaper, give the specific newspaper name (underlined) and the date of the issue.  If you heard about this position from a person, give the name of the person.   This information can be expressed in two or three lines.  (press Enter 2 times)

Second Paragraph:  This is the most important paragraph.  Explain why you are interested in this position.  Inform them of your qualifications and how they relate to the requirements of the position.  Be sure to indicate any related experience, educational background or specialized training that might increase your employability.  Keep in mind that if you have prior work experience (even babysitting or lawn maintenance), you can relate it to this position by explaining the importance of responsibility, attendance, etc. 
 (press Enter 2 times)
Third Paragraph:  Make a specific request for an interview, and give your phone number so they can reach you to set up the interview.  (Make reaching you simple.  Don’t leave numerous numbers.)  Tell them a resume is enclosed.  (press Enter 2 times)

Sincerely,


(press Enter 4 times)

(Your actual signature here—use blue or black ink)

Your typed name

Enclosure
