John Smith

175 Central Avenue

Albany, NY 12206

(518) 462-7600

JohnSmith@email.com










May 31, 2011

Bob Williams
Human Resource Director

Any Company

25 Any Street

Albany, NY 12345

Dear Mr. Williams:

I am responding to your advertisement in the May 3 edition of the Times Union for an Office Manager.  As I read the requirements, I was struck by how similar they were to my background and skills.

Your Requirements




My Qualifications
Bachelor’s in Business



Bachelor’s in Business 








From Any College, 1990

10 years experience managing diverse office;

7 years as Office Manager

manufacturing setting




Any Corporation, Any City, NY








6 years Assistant Office Manager








Any Manufacturing, Any City, NY

Bilingual





I speak Spanish and French

I am a motivated self-starter with excellent interpersonal skills.  I enjoy working in a manufacturing setting and feel I have the knowledge and background to be a true asset to Any Company. 

Enclosed please find a copy of my resume for your consideration. I look forward to speaking with you soon to further discuss my qualifications.  Thank you.









Sincerely,









John Smith
John Smith
