Student Name
Address
Address 2
(304) 000-0000

email@yahoo.com
January 7, 2010
Manager’s Name

Manager’s Title or Position

Company’s Name

Mailing Address

City, State, Zip 

Dear (Ms. or Mr.):

I have read your advertisement for the ________ position, and I feel that I have all the qualifications.  I am highly organized, and have excellent written and verbal communication skills.  I have attached my resume for your consideration.

I recently completed the Administrative Office Assistant Program at OIC Training Academy.  Through the course of my training, I have acquired a variety of computer skills, many of which are listed in the description for the __________ position.

I look forward to discussing with you personally how my qualifications can meet your needs.  You may reach me anytime at home at (304) 000-0000 or through email at email@yahoo.com.

Sincerely,

Student Name
Enclosure; Resume
