Date 

Name 
Title 
Organization 
Address 
City, State, Zip Code 

Dear Mr./Ms. Last Name: 

Thank you again for meeting with me to discuss the open position for a Secret Sauce Taste Test Coordinator at the Umptee Institute for Culinary Excellence.  Based off of our conversation as well as the description listed on the corporate website, I am confident that both my interest and skills are an excellent match for the job.  

As we discussed in person during the interview, I will bring to the position my enthusiasm, organizational skill and solid work ethic.  I know my previous experiences in management and coordination will make working with both the Secret Sauce engineers and Technical departments not only seamless, but enjoyable. 

After hearing your plans for future company growth, I understand your need for an individual who can be not only hands-on and active within the position, but also able to remain flexible and adapt to the changing corporate structure.  As the company continues to grow and evolve, I am confident that my skills in coordination and attention to detail will not only help streamline the process, but will allow the other departments relying on me to focus on the larger issues.

 I would also like to take this opportunity to elaborate further on my prior experience as a Ketchup Consistency expert with the Ezee-Squeezee company, a position which required me to learn how to be a professional tomato organizer and personal assistant.  This experience helped to not only refine my bookkeeping and budgeting skills but also allowed me to truly develop my organizational skills as well.  

Thank you again for your time and consideration for this position. If there is anything I can do to expedite your decision making process, please do not hesitate to contact me.  If you have any more questions about my experience or accomplishments, please feel free to take a look at my website.

Sincerely, 

Your Signature
