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:
The image of Hospital ABC’s stimulating and work environment caught my attention when I read about your Director of Planning position in the January career opportunities listing of the ABC Journal of Marketing and Planning.

I currently hold the position of Director of Marketing at Hospital XYZ.  Hospital XYZ is a national specialty medical center that has no formal planning department. As a result, institutional planning has, for the most part, been conducted on the basis of my market analyses.

This, in addition to my other qualifications, makes me particularly well suited for your opening. Over the past 16 years I have worked in several positions within health care. In each position I enjoyed and performed best in the areas of planning and program development.

May I please learn more about Hospital ABC and its mission, who the position reports to and the corporate structure of the hospital? I will call in a few days to see if we can arrange a time to meet.

Thank you for you attention.

Sincerely,

Jane Doe

