Street Address (Matches Resume)
Clarkston, MI 48346
June 7, 2017
Contact Person’s Full Name

Job Title

Street Address

City/State/Zip

Dear _____________

Paragraph #1:  Single space information.  Explain the purpose of why you are writing.  I am writing to you in response to a classified ad that I saw in the Clarkston News on Sunday.  I wanted to express my interest in the sales associate position you have available and feel strongly that my current level of skills and experience would be a good fit for your company.  
Paragraph #2:  Single space information.  Explain why you would be a candidate for paragraph #1. Currently, I am a senior at Renaissance High School and am interested in pursuing a future as an auto mechanic.  I have taken multiple courses that stress communication and business skills and have worked on cars with my dad for many years.  In May, I will graduate and plan on attending Baker College in Flint where I will enroll in their Automotive Services Technology program.  Having the opportunity to work firsthand in your store would provide me with greater insight into the future I aim to pursue.  
Paragraph #3:  Single space information.  Ask for action.  I am confident that I can meet your company’s need for a reliable, motivated employee.  I am able to work evenings and weekends and would welcome the opportunity to speak with you more about the position you have available.  Feel free to contact me via my cell phone or email.  Thank you for your time and I look forward to hearing from you when time permits.

Sincerely

Student Name

Enclosures or Attachments

