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COVER LETTER SAMPLE – basic
This template and others are available for download at 

www.careercenterbr.com/job-search/resumes-and-cover-letters.
Jane Doe

1234 Main Street, Apt. 2

Your Town, LA 34567

234-456-6789
  janedoe2345@yahoo.com

January 1, 20XX
Dear Hiring Manager:
I am responding to the Receptionist position you have posted on Craiglist.
I believe my background and experience would be an excellent fit for this position.  I have the required qualifications and three years of experience as a receptionist in an urgent care clinic.
Your ABC clinic has an excellent reputation for customer service and high patient satisfaction scores. I would love to be part of your organization, and my background as well as proven customer service and efficient office administration skills would benefit the operation of your clinic.
Please find the resume outlining my qualifications attached. I am looking forward to meeting you in person for an interview.
Sincerely,
Signature
For a cover letter that will be emailed, omit the heading and date, and use the text of the cover letter as the message of your email. Do not send the cover letter as an attachment, but do attach your resume.
