Your name
Your number and Street name

Your City, State and zip code

Date
Name of contact Person
Company Name
Company number and Street Name
Company City, State and zip code
Dear contact person:
I am interested in the maintenance position that was advertised in the Buffalo News on January 22, 2009 and would like to submit my resume for consideration. In my high school years, I’ve developed the qualities you need.

With my background in Building Maintenance, I believe my skills would promote your company’s continued growth and success. I developed my abilities while enrolled in the Building Maintenance program at the Harkness Career and Technical Center. This program trained me in various aspects of Building Maintenance. I have learned how to complete tasks such as carpentry, electrical wiring, plumbing, painting and drywall finishing. Along with these capabilities, I have also acquired excellent employability skills during my internship at Home Depot and at my summer job at Smith’s Lumber. I believe my skills would be of great benefit to your company.
Thank you, in advance, for your time.  I am looking forward to discussing my qualifications with you at length, and can be reached at (716) 555-1234 for any additional information.
Sincerely,

Your Name (hand written)
Your name (typed)
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