[Name]
[Address]

[Telephne #]
___________________________________________________________________________

[Date]
[Name of Person at company, Job Title]
[Address of Company]
Re:
Job ID:______________
Dear [Name of Person at company]:


Enclosed please find a copy of my resume supporting my application for Support Person at [name of Company].  I have a broad range of experience through my tenure at the [name of most relevant former employer] as [your former title].


As an [________], I have become proficient in the areas of ___[primary experience gained]__ and _[secondary experience gained]__.  Additionally, I have _[name something else you’ve done that gives you valid experience for the job you are seeking]__.  

Specifically my position has allowed me to gain experience in [describe in more detail the relevant experience].  I have [list a few things that are more specific].  


Thank you for your time and consideration.  I can be reached during the day at [your telephone number].  I look forward to hearing from you.









Very truly yours,









[Your signature]








[Your printed name]
