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Sample Cover Letters
Directions: Compare and contrast the two sample cover letters for effectiveness.
Miss Susie Snoozer

42398 Sleepy Hollow Rd.

Rusticville, NY 459209

Mr. George Robison

Vice President

DynoTech Inc.

683 Industrial Park

Addison, New Jersey 92450

January 5, 2003

Re: Summer Mentor Placement

Dear Mr. Robison:

I have recently finished classes in computer support and busness management and I am interested in expanding my professional limits. I have driven by your busness since I was sixteen and am interested in a positin with your firm and have enclosed my resume for your consideration for an interview.

My skills are expensive and I have enjoyed a reputation as a go-getter at my prior summer jobs.  

As a team member I can provide:

· Consistent attendance

· Maturity, honesty

· Knowledge of basic office procedures and computers
· Attention to details

Mr. Robison, I would love to hear from you to talk about how my skills and enthusiasm could be utilized in your business. Thank you for your time in reading this letter.  I look forward to hearing from you soon. If you don’t call me in a week I will call you.
Sincerely,

Susie Snoozer

Enc: Resume

Thomas Stan Dout
459 Del Mar Avenue ~ Perrysburg, WA. 49320

Thomas.standout@net.net ~ 517.592.6732


15 July 2010

Ms. Rebecca Davis

Human Resources Director

Mercy Hospital
78354 Charitable Way

South Bend, WA
Dear Ms. Davis:

Congratulations on your hospital’s recent ProAm golf charity. I read that as co-chairperson you helped to raise over $1 million dollars which allowed the hospital to purchase equipment and fund new programs like the Pink Ribbon Awareness workshops for women.   Your diligence and dedication to the community and health care is admirable. I have a similar passion in the health field and desire to help my community. Specifically, I am writing in regard to Mercy’s opening for a technician.

Not only have I completed my technician certification through Phoenix University, but leading up to that I had been certified as an EMT and volunteered for the past five years with my local fire department. Even in high school I felt the draw to help others and had obtained my first aid card by the time I was fifteen.  

I have enclosed my résumé for you review but I will share that my optimism, experience with the most recent technology for blood draws and vitals fit with your soon-to-reopen updated ER facility. I have been recognized several times by superiors for my quick and accurate assessment of a patient’s health status and have been able to stabilize and assign appropriate care under great duress. Additionally, I am fluent in three languages: English, Spanish, and Chinese.

It would be a pleasure to meet with you to learn more about Mercy Hospital but also to discuss other specific ways I might be able to assist your organization. Thank you for your time and consideration. Please feel invited to contact me directly at the above phone or e-mail address.  


Respectfully,


Thomas Stan Dout


Thomas Stan Dout

Enc: Résumé
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