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 (Youth Services Worker) position that was posted in the (Dominion Post) on (date), and I feel that I have all the qualifications.  I have attached my resume for your consideration.

In April 2011 I received my Youth Services Worker Certification from OIC Training Academy.  Through the course of my training, I have acquired a variety of skills, many of which are listed in the description for a Youth Service Worker position.  Some of my training has included the following: crisis intervention, behavior management, teamwork and communication, psychology and human development, and the foundation and issues of youth service work.      
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
Enclosures; Resume and References
