Cover letter

Your Name

Your Address

Your City, State, Zip

Your Home Phone 

Your Work Phone 

Your Email Address 

Date

Name of Human Resource Manager

Target Company 

Department 

Street Address 

City, State, Zip 

Dear                  _

In response to your recent advertisement, please accept this letter in

application for the position currently available within your company. 

As you can see from my enclosed resume, my degree in, as well as my

diverse skills make me a strong candidate for this position. 

I would appreciate the opportunity to discuss my credentials with you at

a mutually convenient time. Thank you for your consideration. 

Respectfully yours, 

Your Name 

Enclosure: Resume

Example of a simple Chronological Resume Template

YOUR NAME

Street Address 

City, State, and Zip 

(415) xxx-xxxx 

Email Address 

------------------------------------------------------------------------

Job Objective: title of position applying

for____________________________________________

SUMMARY OF QUALIFICATIONS

* Number of years experience in the field or line of work 

* Relevant credentials or training or education 

* Accomplishments that directly relate to the objective 

      RELEVANT EXPERIENCE & ACCOMPLISHMENTS

199x-present Job Title 
WORKPLACE, City, State

Accomplishment/one-liner, from this job, that's relevant to the new job

objective

Accomplishment/one-liner, from this job, that's relevant to the new job

objective

Accomplishment/one-liner, from this job, that's relevant to the new job

objective

Accomplishment/one-liner, from this job, that's relevant to the new job

objective

      Keep work history to a maximum of 10 years

      EDUCATION & TRAINING

Degree or classes 

Some credentials, maybe 

 (List in order of importance qualifications and education that relates

to the position you are applying for.)

Thank You Letters

A thank you letter simply thanks a person for his or her time and help. You should send one to anyone who has assisted you in your job-search process. Likewise, it is appropriate to send a thank you letter to the person who interviewed you within 2 or 3 days after a job interview.

Sending a thank you letter serves several purposes:

1. It gives you an opportunity to express gratitude for the interview

2. It helps an employer remember you

3. It reinforces statements you made

4. It summarizes your key skills and how they relate to the job

5. It corrects an impression, or adds something you may have forgotten to

say during an interview

6. And it allows another opportunity to state your interest in a job.

