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YOUR NAME


(812) 956-5475

your.name@gmail.com

January 28, 2020
 
Hiring Manager’s Name
341 Kane Street
Aurora, IL 60572
(331) 294-7815
hiring.manager@company.com

Dear [Hiring Manager’s Name],
 
I am writing to apply for the front-desk role at [Company Name]. I am a hard-working employee with three years of secretarial experience at Taylor & Smith, Inc., the Midwest’s largest cardboard box manufacturer. In addition, I graduated from Illinois State University with a degree in Business, earning a GPA of 3.9.

During my three years as a secretary, I honed many skills to ensure smooth operations at Taylor & Smith. I was responsible for scheduling appointments, welcoming clients, handling daily breakfast and drinks orders, and organizing the delivery and installation of office equipment.

[bookmark: _GoBack]In 2017, I identified a less expensive equipment repairs service, which led to a 17% decrease in maintenance and repairs expenses. I was also recognized as employee of the month twice. During my three years at the company, I was among the top 5% of employees in terms of work performance according to internal reviews. 

I will have permanently relocated to Aurora by the beginning of March 2020 to be closer to my mother, since my stepfather recently passed away. I am available for an interview at your convenience. You can contact me at [Your Email] or (812) 956-5475 to arrange a meeting. 

I look forward to hearing from you.

Sincerely,
 
[Your Name]

















[bookmark: OLE_LINK3][bookmark: OLE_LINK4]Dear Job Seeker,

PLEASE note that you *must* install the font files to make this cover letter template work perfectly. It’s very simple to do – just follow the instructions in the “Read Me” file in the Zip file you downloaded this template from.

If you’re struggling to write your cover letter, don’t worry. You’re in good company – everyone struggles with it. For a high quality cover letter that will land you employment, we recommend consulting the certified experts at Resume Writer Direct. (Yep, they can also help you with your resume!)

Or, here’s some other content that might help you finish your cover letter.
· Cover Letter Builder
· How to Write a Cover Letter
· Cover Letter Examples by Industry

Oh, and by the way, you’re also going to need a resume.
· Free Resume Builder
· How to Write a Resume
· Resume Samples by Industry




image2.png




image3.png




image4.png




