Student Name
Address

City, State, Zip

(304) 000-0000

email@yahoo.com
Date
Contact Person
Business
Address
City, State, Zip
Dear Contact Person or To Whom It May Concern:

I am writing in response to your advertisement in the Dominion Post on date, for the position of Medical Assistant.  I have attached my résumé for your review and consideration.  

In September 2010, I will be graduating from the Medical Assistant program at OIC Training Academy.   Through the course of my training program, I have acquired a variety of skills, many of which you seek in your description for the Medical Assisting position.  My clinical abilities include:  phlebotomy techniques, collecting and handling specimens, urinalysis, injections, and taking vitals.  In addition, I maintain CPR Certification and First Aid training, better preparing me to make a successful contribution to your organization. 

I look forward to discussing with you personally how my qualifications can best serve your needs.  Please expect my telephone call in the coming week to arrange such a meeting or you may call me anytime at home at (304) 000-0000. I look forward to hearing from you.  

Sincerely, 

Student Name
Enclosure







