My Ultimate Career – Sample Cover Letter #3

John Q. Smith

1234 Main Street, Apartment 101

Centerville, USA  010101

(987) 654-3210 cell / j_q_smith@web.com
Ms. Jane Doe

Hiring Manager

ABC Company

Centerville, USA

Dear Ms. Doe: 

Everything that I’ve heard about ABC Company makes me eager to contribute to your remarkable organization. 

As the assistant to a top executive of Nuts & Bolts Technologies for the past two years, I learned a great deal about the industry and am now ready to take my responsibilities to the next level. Able to save N&B’s executive 10 hours a week in scheduling and phone duties and the company thousands of dollars in travel expenses, I can’t wait to bring even greater benefits to ABC. 

Attached please find my resume. I hope you’ll agree that my proven skills and experience make me an ideal candidate for this exciting opportunity. I am eager to become a part of ABC’s unique vision!

Thank you for your consideration. 

Respectfully, 

John Q. Smith

