Andrew Steffensen

PO Box 856

Clear Lake, SD 57226

steffena@pluto.dsu.edu
(605) 555-7531

Mr. Contact Person

Business Name

Address

City, State Zip Code

(605) 555-5555

March 1st, 2005

Dear Mr. ABC,

I have been recently informed that you are currently accepting applications for the position of an airline pilot within your company.  I am extremely interested in working for _________________ and I believe I would be an exemplary addition to your staff.
 

I will graduate from the University of North Dakota this May with a Bachelor’s Degree in Aviation. (Tell them some past work experience or more information about you and why you would be a great person for them to hire)  I would welcome the opportunity to meet with you and/or the committee relative to any current or future positions available. 
 

I have requested that my credentials be sent to you. I want to thank you for taking time out of your busy schedule to consider me for this position within your school district.  I look forward to hearing from you about furthering my employment process.

Sincerely,

Andrew Steffensen

   
