** EMAIL  EXAMPLE **

TO: “Ronald Copeland” <rcopeland@company.com>

FROM: “Tom Snider” <tsnider@bgnet.bgsu.edu>

SUBJECT: Position with (insert company name here)              

DATE: May 8, 2009

ATTACHMENTS: Tom Snider Resume



Dear Mr. Copeland:

I’m writing to express my interest for the      (insert position title here)      position with      (insert company name here)    for this Fall 2009 and feel the job duties described fit my abilities perfectly.

I feel this position will allow me to utilize and improve upon the skills I have attained through my collegiate and professional career.  My proficiency in      (list skills/known computer applications/training/etc. here)      will allow me to increase productivity and possibly introduce new, industrious ideas at      (insert company name here)     .  Furthermore, I believe      (insert company name here)     will allow me to grow professionally and help me achieve my career goals of      (mention your goals and aspirations here)      through the example and exposure of      (list company name here)’s      procedures and actions.

I have enclosed my resume for your perusal and am flexible to meet with you to further discuss the potential of my joining      (insert company name here)    .  I will be contacting you in the near future to confirm my resume has been received and to discuss the possibility of meeting face-to-face.

Thank you for your time and consideration on my behalf.

Sincerely,

Tom Snider 

2980 Mansfield Road

Apartment 13

Bowling Green, Ohio 43402

419-555-2276

tsnider@bgnet.bgsu.edu

