Your Name
Your Street Address
City, State Zip

(304) 000-0000

youremail@email.com 
Date
Mr. / Mrs. / Ms. / Dr. Full Name of Recipient

Title of Recipient
Company’s Name

Recipient Street Address

City, State Zip 

Dear Mr. / Mrs. / Ms. / Dr.:

I am writing this letter in response to your advertisement in the Newspaper for the Dental Assistant position you are currently looking to fill.  I feel that my interests and credentials match with the requirements of position and thus want to apply for it. 

I am a recent graduate of OIC Training Academy’s Dental Assistant Certificate Program.  Through my course training and experience in the field, I have acquired a variety of skills such as taking oral x-rays, preparing supplies for making restorations and impressions, developing the film under the supervision of a dentist, cleaning up excess cement from a filling and applying treatment to teeth and gums using topical anesthetic. 

It would be great if we meet personally to discuss how my experience and education will be useful and helpful for you.  I look forward to discussing with you personally how my qualifications can meet your needs.  You can reach me anytime at (304) 000-0000 or through my email at youremail@email.com.  Thank you for your time and consideration.

Sincerely,

Your Name
Enclosures: Resume and References 
