SAMPLE COVER LETTER:  TELLER

No. 421 Da Lian Road

Shanghai  000000

July 4, 2000

Mr. XXXXXXXXX

Manager of Human Resources

XXXXXXXXX Inc.

No. 102 Gong Xin Road

Shanghai  000000

Dear Mr. XXX:

I am interested in the teller position described in your advertisement in the Financial 
Express of June 3, 2000. And I have enclosed a resume for your consideration. 

I believe my proven track record working for a financial institution makes me an ideal 
candidate for the position. During the three years working at Riverside Bank, I have 
handled cash transactions, opened accounts, and prepared general ledger entries. I am 
also skilled in customer services. 

I look forward to discussing the position with you in more detail. If you feel that my 
qualifications make me a suitable candidate, please call me at your earliest 
convenience to schedule an interview. Thank you for your consideration. 

Sincerely, 

[signature]

[name] 

Enclosure: Resume
