48729 Harcourt Ave

Cleveland, OH 53024

(555) 555-2123

john.smith@anyemail.com
April 1, 2013
Jane Doe
XYZ Company

324 Holly Rd.

Cleveland, OH 53024

Dear Ms. Doe,
I am writing to express my interest in the position of Operations Manager here at XYZ Company. As you may know, I have been working here as a driver for the last 4 years. In that time I believe that I have demonstrated my loyalty and commitment to the company and learned how to keep daily driving schedules running smoothly. I believe that this insider knowledge would make me an excellent manager of the other drivers in the department.
Aside from my in-depth knowledge of the driving schedules, vehicles, equipment and terminology, I have an established rapport with the staff and excellent communication skills. I have demonstrated my ability to lead members of a group and received the “Employee of the Month” four times in the last year due to my superior leadership abilities.
Attached is my resume, which expands upon my skills and qualifications. I enjoy working for XYZ and I’m so grateful for the ability to explore new and opportunities within the company.

Sincerely,

John Smith

[Enc: Resume]


