Cover Letter Sample
Joe Student

123 Main Street (Your Home Address)
Buffalo, NY 14222

December 17, 2007
Mr. John Smith  (Their Contact Name)
Title

ABC Company (Business Name)
1150 Niagara Street (Business Address)
Buffalo, NY 14240
Dear Mr. Smith: 
I am writing to express interest in the position of __________________ as advertised in/on _________________.  I have enclosed my resume for your review.
A student in the ____________________program at the Harkness Career Center, my skills include ______, ______, and ________.  I have extensive knowledge of ________________.  My computer skills include__________.  In addition to my education, I worked at ________ for five years.  In this position, I  was responsible for _______, _________, and ___________.  I have excellent team skills, ability to handle multiple projects, and am dedicated to my career.
I will contact you within the next week to answer any questions you may have.  If you have additional questions in the meantime, please feel free to contact me at 222-2222. Thank you for you time and consideration.

Sincerely,

Joe Student
