Your Name
Street Address
City, ST  ZIP Code
Telephone
Email address
Date
Recipient Name
Title
Company name
Street Address
City, ST  ZIP Code
Dear Recipient Name:
Enclosed please find my resume, applied for the position of [POSITION] at the [Company Name].
[bookmark: _GoBack]Although I am a recent college graduate, I have been working steadily since the age of seventeen at many jobs including landscaping, maintenance, and carpenter’s helper. I believe that this background, in combination with my degree in business administration, makes me a very good candidate for positions in [Company Name] services, maintenance, or Manufacturing Departments.
I am available for an interview at your convenience and can provide references from former employers and professor.
Sincerely,
Your Name
Enclosure
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