SAMPLE COVER LETTER SAMPLE SAMPLE COVER LETTER

68 Pine Street

Cooksville

P7A-5X3

June 12, 1994

Ms. Holly Peters

Manager

Cool Threads Clothing Store

25 Main Street

Cooksville

A1B-2C3

Re: APPLICATION FOR SALESPERSON

Dear Ms. Peters:

I am interested in applying for the position of salesperson at the Cool Threads Clothing Store, which was advertised in the June 10 edition of the Cooksville News.

As a high school student, I have developed organizational and communication skills through my involvement in school sports and by coaching junior soccer. By specializing in economics and accounting, I also understand how business operates. I have enclosed my resume with further details.

I would enjoy being a part of your company and am available for an interview at your convenience. You can contact me at 555-1212 or leave a message at 555-1234. I look forward to hearing from you.

Sincerely,

(sign your name)

Jane Dough

