Letter of Intent Template for a Job
[Your Street Address]

[Your City, ST Zip Code]

[Month Day, Year]

[Recipient Name]

[Title]

[Company Name]

[Street Address of Company]

[City, ST Zip Code of Company]

To Whom It May Concern:

This letter is a response to your advertisement in [Source of Information] that appeared on [Date of Advertisement].

I am a graduate in [College Major] from [University Name] and also have a [Post Graduate Degree] from [University Name]. In addition to these degrees, I have [Further Certification or Work Experience in a Related Fields].

I feel that the job opening that is currently available in your company is one that suits my aptitude, qualifications and experience very well. I believe that my resume will also show that I [meet/exceed] the requirements for the job. I am hoping to personally meet with you soon. I have enclosed my [Resume/Other Documents Included] and I would gladly furnish references and recommendations on request. Thank you. 

Sincerely,

[Signature]

[Your Name]

