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October 20, 2012 Mr. Ralph Robinson Manager Kempra Industries 563 Somewhere Street Rutland, CT 63538 Dear Mr. Robinson: I would like to apply for the position of Warehouse Worker at Kempra Industries as advertised on indeed.com. I am confident that my physical dexterity and motor abilities match closely with the job description that you have provided in the ad. Taking shop class at school has provided me with some knowledge of industrial tools and equipment. I can operate most hand tools and have basic knowledge of operating a forklift. Additionally, my accuracy and attention to detail are skills that work well within an industrial setting. Comprehending the need for basic mathematical calculations and corresponding ability to work in a fast paced environment, I am positive that I have much to contribute to your team. I also possess the capability to work on my feet for long periods of time and perform inventory procedures when necessary. I am excited at the prospect of working with you at Kempra Industries. I will call you in a week to ask about the status of my job application and will be available at (555) 5555555 if you need to contact me. Thank you for your time and consideration. Regards, Rebecca McStudent 111 Main Street Town, NC 11111 Email: [email protected] Cell: (555) 555-5555 LinkedIn: linkedin.com/in/rebeccamcstudent



This example from: http://coverlettersandresume.com/warehouse/warehouse-entry-level-cover-letter-sample/



December 1, 2013 123 Publishing Company 123 Anywhere Street Hendersonville, NC 28792 Dear Hiring Manager, I would like to express my interest in a position as editorial assistant for your publishing company that I saw advertised in the Asheville Citizen-Times. As a recent graduate with writing, editing, and administrative experience, I believe I am a strong candidate for a position at the 123 Publishing Company. You specify that you are looking for someone with strong writing skills. In high school I was able to be a part of our school newspaper, which circulated 1,200 copies per issue, I have completed AP English and AP Literature, and I have written newsletters for Charity 456, a local food pantry that helps those in need. My maturity, practical experience, and eagerness to enter the publishing business will make me an excellent editorial assistant. I would love to begin my career with your company, and I am confident that I would be a beneficial addition to the 123 Publishing Company. I have enclosed my resume, and I will call within the next week to see if we might arrange a time to speak together. Thank you so much for your time and consideration. Sincerely, Rebecca McStudent ____________ Rebecca McStudent 111 Main Street Town, NC 11111 Email: [email protected] Cell: (555) 555-5555 LinkedIn: linkedin.com/in/rebeccamcstudent



This example adapted from: http://jobsearch.about.com/od/coverlettersamples/a/emailcovermessage.htm



February 10, 2014 Peter James Assistant Manager Happy Time Daycare 111 Mytown Drive Mytown, NC 21010 Dear Mr. James, I am writing to apply for the Daycare Assistant position that was advertised in our local newspaper, The Yourtown Journal. I have extensive experience working with children and this experience could strengthen that experience while allowing me to work in a new setting. I have been a childcare provider for three years, having cared for children ages 4 through 12. In the summer months for the past two years I have worked as a full-time nanny with two children while their parents are at work. Through this and other babysitting experiences, I have learned that I love caring for children and that I have the management and problem-solving skills it takes to be an active, involved caretaker. I am also CPR certified and I have taken coursework that covered early-childhood care. I hope that you will consider me for this position. You may contact me by phone at (555) 5555555 or by email at [email protected] I look forward to speaking with you to discuss my experience and how I could be a great addition to Happy Time Daycare. Thank you, Rebecca McStudent 111 Main Street Town, NC 11111 Email: [email protected] Cell: (555) 555-5555 LinkedIn: linkedin.com/in/rebeccamcstudent



Example adapted from: http://www.readwritethink.org/files/resources/30847_sample.pdf
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