                             SAMPLE COVER LETTER

Mr.xxxxxxxxxxxxxx

Address:xxxxxxxxx

Date:xxxxxxxxxxxx

Dear Madame or Sir:

I am contacting you regarding employment opportunities with XXXX Company.  Recently I read your advertisement for the Marketing Manager position.

I am a Graduate of the Academy of Economic Studies where I have studied Economics with a focus on Foreign Trade.  My interest in the Marketing position stems not only from my educational credentials from the foreign trade program, but also from my 2 years work experience.

As you can see by my attached resume, I worked for Jacobs Coffee Distributors as a sales assistant.  Part of my job was to market our coffee and tea products to the hotels, cafes & restaurants in central Bucharest.  My sales were the highest of my entire department for 8 months straight during 1992.

I would be delighted to interview with XXXXX for this position or any other marketing positions you may have available.  I hope you find my credentials satisfactory and I look forward to telephoning you on June 23rd, to discuss this opportunity.

Very truly yours, 

Xxxxxxxxxxxxxxx

