Delete the highlighted parts / Keep the last line in the first paragraph if you are asked for salary requirements.

Your name (or heading from resume)
Address

City, State, zip

Tel

email

Date

Dear Hiring Manager (or name of person):

To be an effective ______________, one must possess skills and abilities in __________, _________, and _____________. I have these qualities and have practiced them for the past _____years at ____________. If _____________ (company/client name) needs a dedicated professional in the field of _____________, then please accept my application for the position of ___________________.”(I am seeking compensation of _________ per year.)
The enclosed resume highlights my experience and abilities in _____________ and ________. During my internship (or job/activity) at __________, I was able to build a library of 500 media clips and secure 25 interviews for national authors including _______________. This experience propelled me to secure another internship at ______________. At this position, I worked with creative teams to plan and execute charity events (skills) for several clients including _______________, which yielded over $25k in donations (results of activities-experiences). In addition, my part time job at _________ demands impeccable customer service and has driven me to earn employee awards for in-store professionalism.

I would appreciate the opportunity to present my portfolio and discuss how my skills and experience can benefit __________. Thank you for your consideration. I look forward to your reply.
Sincerely,

(sign here)

Type your full name under the signature

