Jeremiah Hansey
12 Berkshore Lane
Cirapolo, Wisconsin 28343
Home: (323) 353-2341
Cell: (123) 432-6789
jeremiahhansey@testjeremiahhansey.com
June 6, 20XX
Mr. Jason Alambadar
HR Manger
Jacob & Sons
7324 Ankersteam St.
Cirapolo, Wisconsin 28343
Dear Mr. Alambadar:
I was very excited to see your job listing in the Cirapolo Herald for an executive assistant for your office in Cirapolo. I am applying for the position. I have three years of experience as an executive assistant for the CEO of Berkshore Mining, and I'm ready for a change. After reading the job description you posted, I feel I'm a perfect fit.
I understand you probably receive dozens of applications, and there are a lot of people to choose from for this position. My hope is that you will call me for an on-site job interview so I can talk with you about your expectations, and discuss my various skills including: organizing, managing data, scheduling, and communication.
Please give me a call at (323) 353-234 to set up an interview day and time that works for you. Thank you for reading my cover letter and for looking through my attached resume. I look forward to hearing from you soon.
Sincerely,
(signature)
Jeremiah Hansey

