
Based on example from careerbuilder.com  
 

Hank Roberts 
http://linkedin.com/hankroberts 

614.123.4567 – hank.roberts@buckeyemail.com  
 

May 2, 2018 

 

Dear Hiring Manager: 

I am excited to apply to the Web Developer position at Limited Technologies in New York, 
New York. My background as a Web Developer, along with my education in Computer 
Science, have allowed me to attain a strong foundation of technical skills. In addition to 
my Web Development skills, I also possess a great eye for design, and this is what I believe 
separates me from the rest of the competition. 

I am highly skilled with HTML, CSS, and Javascript. I have over three years of experience 
with each of these technologies, and I am eager to learn even more technologies to 
sharpen my skillset. In addition to web technologies, I do have a passion for mobile 
technologies as well. I have worked on a few mobile side projects using Objective-C and 
Swift. 

In addition to the skills I have acquired, and the extensive computer science education I 
have possess, I also have a great track record of success. I have been selected three times 
for the company trip for the top 10% of employees. 

I am confident I can be a great addition to your company, and I would love the 
opportunity to discuss the opportunity with you further. If you have any questions about 
my background, please do not hesitate to reach out to me at 
hank.roberts@buckeyemail.com or (614)123-4567. I look forward to hearing from you 
soon! 

Sincerely, 

 

Hank Roberts 

  

http://linkedin.com/hankroberts
mailto:hank.roberts@buckeyemail.com
mailto:hank.roberts@buckeyemail.com


Based on example from careerbuilder.com  
 

John Jones, Jr. 
Customer Care Professional   

614.765.4321 – jjones@osu.edu  

January 15, 2018 
 

Ms. Alice Smith 
Hiring Manager 
ABC Company 
123 Main Street 
City, ST 11111 

 
Dear Ms. Smith: 

I recently learned about the entry-level customer service position available at ABC 
Company. I am familiar with your company and personally use several of your products. 
I believe I have many skills that make me an excellent candidate for this position, and I 
have a background in building strong customer relationships. Please consider my 
application for your customer service position. 

I realize that customers are the most important part of building a business, and keeping 
customers satisfied can lead to sustaining loyal customers. My experience in the service 
industry has taught me how to reach and exceed customer expectations and provide 
service that they can count on. I am a focused person, and I am always willing to go 
beyond the minimum requirements to make sure I serve customer needs. I approach 
new situations with enthusiasm and enjoy the challenge of learning something new in my 
work. 

My background and proven commitment to creating strong customer relationships make 
me an ideal candidate for this position. I would appreciate the opportunity to discuss this 
customer service position and my qualifications with you. I invite you to contact me at 
your earliest convenience to arrange an interview. Thank you for your consideration of 
my application, and I look forward to hearing from you soon. 

Sincerely, 

 
John Jones 

  

mailto:jjones@osu.edu


Based on example from careerbuilder.com  
 

January Jones, RN 
http://linkedin.com/januaryjones 

januaryjones@gmail.com – 614.546.8525 

 

January 1, 2018 

Alex Adams 
Hiring Manager 
Metro Hospital 
123 Main Street 
City, ST 12345 

 

Dear Hiring Manager: 

I am excited to express my interest in the registered nurse position available at Metro 
Hospital. I earned my Bachelor of Science degree in Nursing at The Ohio State University, 
and during my internship at Regional Medical Center I had the opportunity to become 
acquainted with the fast pace and distinct challenges of working in a large medical facility. 
I have long been impressed by Metro Hospital's outstanding reputation as one of the 
premier pediatric and emergency care facilities in the city. I believe that my gentle bedside 
manner and outstanding attention to detail would make me a strong addition to your 
team. 

I have learned in a variety of nursing environments, including the emergency room, home 
health care services, and Regional Medical Center's pediatric department. I have strong 
people skills and strive to acquaint myself with each patient's family members and support 
system to best facilitate an effective long-term care plan that will send patients home with 
the knowledge and tools necessary to maintain their health at home. 

I believe that I could be a strong candidate for the RN position at your hospital, with my 
nursing degree and experience working with the challenges of pediatric patients. I would 
appreciate the opportunity to discuss the requirements of the position with you further 
at your convenience. I look forward to hearing from you. 

Sincerely, 

 

January Jones 

 

 

 

http://linkedin.com/januaryjones
mailto:januaryjones@gmail.com

