Jane Doe

1234 ABC Street

City ABC, State ABC 12345

(000) 555-1212

March 31, 20XX

Mr. John M. Smith

Senior Recruitment Consultant

Company ABC

55 ABC Avenue

City ABC, State ABC 11111

Dear Mr. Smith:
I am responding to your advertisement in the May 14, 20XX issue of Newspaper ABC regarding the opening for a Director of Device Fabrication Technology. I have been looking for a position where I can continue to utilize my broad background in microelectronics technology, strategic planning, and marketing to develop high value-added technologies. I believe that my qualifications are an excellent match for your requirements:
	Your Requirements
	My Qualifications

	· MS or Doctoral Degree in Electrical Engineering, Physics or Materials Science.


	· Ph.D. Electrical Engineering, University of Nebraska. 

	· Ten years of management experience in industry.
	· Twenty years industrial experience. Ten years at the senior management level. Managed cross-functional and line firms with multi-million dollar budgets.

	· Recognized expertise in the microelectronics and leadership fields.
	· Recognized expertise in semiconductor technology and radiation effects in microelectronics. Fifteen publications and three patents. Extensive education in Total Quality Management.

	· Strong sales and marketing skills with experience in strategic planning.
	· Director, Strategic Planning, and Program Management, Manager, Strategic Marketing. Developed plans for strategic business relationship.  Extensive customer experience. Raised venture capital in Europe and the U.S.


There are other accomplishments that are summarized in the attached resume. I have also enclosed a copy of my publications and patents.
If you require any additional information require, please contact me at (000) 555-1212. I am looking forward to talking with you to discuss this opportunity.
All the best to you,
Jane Doe

