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 position of Regional Property Administrator is a perfect match with my interest in City ABC’s history, which culminated last year when I attained my master's degree in history.
As my enclosed resume indicates, I have many years of business experience, coupled with seven semesters of course work at College ABC, where I focused on business and financial management.
My extensive political involvement has sharpened my knowledge of volunteers and their needs, but also my abilities to organize and manage information. For five years, I have managed our local political caucus, which includes prominent local politicians and business people. I have participated in more than forty political campaigns, raised funds, and managed "paper trails" for numerous elections. In last fall's national elections, I helped to recruit, train, and organize more than 2,500 employees.
As a City ABC native, I would be proud to be an employee of the City ABC Historical Society. This position provides me an ideal opportunity to use my professional training in history and my long experience in business management. I look forward to talking with you.
Very truly yours,
Jane Doe

