Letter of Intent for Job Opening
Jane Smith

444 Market Lane

Newport, Virginia 00000

November 20, 2010

John Doe, Hiring Coordinator

Employment for You, Inc.

1234 Working Way

Newport, Virginia 00000

Dear Mr. Doe:

I am responding to your post in the Virginia Gazette advertising for a marketing assistant. I am interested in applying for this position and believe that I would be an asset to your company.

After receiving my degree from the University of Virginia, I began working for Hiring Always, Co. as a first level assistant. My responsibilities included drafting marketing proposals and creating campaigns for our different customers. Through these interactions, I learned how to manage my time appropriately and to think creatively. While I enjoyed my time at Hiring Always, Co., I am ready to expand my horizons and am ready for the challenge of being your marketing assistant.

I would welcome the opportunity to interview with your company and am available at your earliest convenience. I can be reached at (555) 555-5555 or Jane.Smith@email.com. I look forward to hearing from you.

Very respectfully,

Jane Smith

