321 Any Street USA o  Productive City, ST00000 e Phone: (123) 456-7890 e Fax: (098) 765-4321

Day 01, 1000

E-mail: email@provider.com

Mr. Recruiter Agent

Human Resources Department
The Best Company To Work For
1 Highway To A Paycheck
Productive City, ST 00000

Dear Sir / Madam,

I am Stellar Employee, known for my good work ethic and attention to detail. My work experience spans a
quantifiable period in the field of Education, during which I was able to develop a number prototypes increasing the
productivity of my Department and at the same time improve skills essential to a growing proficiency in that division.

Described as a team player by my previous employers, I plan to bring this vital principle to your company. Between
my own goal driven ethics and my abilities to play in a team setting; I believe I could help you and your organization
reach its company wide targets. I received the award for Most Outstanding Educator for three years consecutively,
additionally, I have typically met and exceeded goals set for me by my superiors, resulting in a bonus received yearly
and reflected in several company issued certificates. Please find said certificates attached for your perusal.

I would appreciate the opportunity to meet with you for an interview and assessment of how my skills would benefit
your organization. The best method of contacting me is by phone at (123) 456-7890. If you would prefer, I may also be
reached at the e-mail address provided — email@provider.com. I am looking forward to beginning a lasting
relationship with your organization and to hearing from you soon.

Sincerely,

Ms. Stellar Employee
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s Stollar Fomployee

321 Any Street USA e Productive City, ST 00000 ®Phone: (123) 456-7890 ¢ Fax: (098) 765-4321 ® email@provider.com

PROFILE: I will be an asset to your team. I have many years of experience and a good work ethic, I am
looking forward to making that work for your organization.

EDUCATION: Get a Degree University, College of Arts & Sciences Any State, USA
Bachelor of Science, Education, Cum Laude Honors 2001- 2005
RELEVANT EXPERIENCE:

Company A Any City, Any State, USA —2005 - Present
- I completed professional work at all times which was acknowledged by my superiors.

- I went above and beyond to meet and exceed my goals.

-l am a team player that gets results.

Company B Any City, Any State, USA —2001- 2005
- I delivered impeccable customer service while attending College full time.

- T have experience grabbing coffee for my team mates at the office.

- T'will be the last to leave the office on a consistent basis if it means getting the job done.

Company C Any City, Any State, USA — 1999 - 2001
-I'served as a Clerical Assistant getting valuable experience and honing my administrative skills.

- Thelped with the creation and labeling of files and other documents.

-Tadhered to company policy and represented the interests of my employer.

LEADERSHIP & EXTRACURRICULAR ACTIVITIES:
Get a Degree University, Any City, Any State USA - 2001 -2005
Teaching Club, Comptroller

Licenses/ Certifications: Teacher's License, Any City, AnyState, USA.

* References furnished upon request.



