COVER LETTER SAMPLE

Your Mailing Address

City, State  Zip

June 20, 2013
Company Representative’s Name

Representative’s Position

Company Name
Mailing Address
City, State  Zip
Dear Mr. (Company Reps Last Name):
I am a senior graduating in May of 2003 from the University of Arkansas at Pine Bluff with a Bachelor’s degree in Business Administration with an emphasis on Marketing.  I am interested in exploring a position in either Business Marketing or Business Communications.  Enclosed, you will find my resume with information related to my experience and capabilities.

As my resume indicates, I have a variety of highly specialized skills that can be utilized to become an essential asset to your company.  I view myself as a motivated self–starter who works well both independently and in collaboration with others.  Furthermore, my listening and communication skills would make me a valuable addition to your company.

I am eager to advance the success of your company, and I am convinced that we should arrange a time to meet.  If you need to contact me, my number is 888-555-1212 and my email is janedoe@uapb.edu.

Thank you for your time and consideration and look forward to your reply.

Sincerely,

Your Name 

