Jane Doe
145 Mall Way

Durham, NC 27703

January 15, 2007

Joseph Granger
Human Resources Director

ABC Distributing Company
123 Learning Street

Raleigh, NC 27606

Dear Mr. Granger:,
I am interested in interviewing for the Administrative Assistant job opening at ABC Distributing, Inc. I have five years of experience in a variety of  administrative positions and think I would be a good fit for this job.

In addition to extensive office experience, I attended Wake Technical Community College and took all business and office classes. As indicated on the enclosed resume, I graduated from their AA program with a 4.0 average. I have been a loyal employee of the ZZ Company for ten years, and am looking to expand my horizons and work in an administrative capacity of a new industry.

I believe I can be an asset to your team.  Thank you for your consideration. I look forward to hearing from you to arrange an interview.

Sincerely,

Jane Doe
Enclosures



