[Your Name]
1234 Main Street

Merrillville, IN 47410

(555) 555-5555

[YourEmail@youremail.com]
[Today's date]

[Company Name]

[Recruiter/HR Person's name]

[Recruiter/HR's Position Title]

[Company street address]

[Company address city, state, zip code]

Dear [Mr./Mrs./Ms. (Recruiter's last name)],

[Paragraph one: Give the reason for the letter, the position or type of work you are applying for and how you learned about the opening. Use Times New Roman or Arial font and size 12 font for everything except your name in the header.]

[Paragraph two: State your interest in the company, the position, and its products or services. State what you can do for the company. State any education or experience you have that is related directly to the job description.]

[Paragraph three: Request an interview and indicate when and how they can contact you. Thank them for their consideration.]

Sincerely,
[Sign your name here when printed]
[Your typed name]

