Harold Smith
123 Main Street, San Francisco, CA 94122
Home : 415-555-0000 Cell: 415-555-0000
email@example.com
Dear Mr. Plame,

I am writing to express my interest in the Employment Advisor position you recently advertised. As a strong candidate I offer excellent analytical and communication skills combined with an extensive knowledge of the EEOC harassment and discrimination laws and regulations. I possess a Bachelor's Degree in Personnel Management along with nine years of Employment Advisor experience in a large corporation.

In my current employment advisor position I put my skills to work in analyzing compensation packages and making recommendations to corporate management regarding different levels of compensation the company should offer. Additionally I have developed methods for employment policy and processes improvement and authored reports for corporate dissemination. My sound decision-making and mediation skills come into play when I negotiate with benefits providers on behalf of employees to secure the best rates and services. Additionally I plan and design new employee orientations to foster positive perception of the workplace environment. My extensive knowledge of labor law and regulations allow me to identify problem areas and present potential solutions to management.

I present a strong candidate for the Employment Advisor role. My resume is enclosed for your consideration. I look forward to meeting with you to discuss my qualifications and your corporation.

Sincerely,

Harold Smith

