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Katie Murphy
28000 Marguerite Pkwy.

Mission Viejo, CA 92692

(949) 456-7890

kmurphy@saddleback.edu
Month, Day, Year
Harold Wilson, General Manager

LK Bookkeeping & Consulting Services
23221 South Pointe Drive

Laguna Hills, CA 92653

Re:

 Bookkeeper Position
Dear Mr. Wilson,


I am applying for the bookkeeper position which was advertised online with Monstertrak.com.  I bring an excellent combination of skills and experience to this position and look forward the recruitment process for the position.

As a recent graduate of Saddleback College with my Associate of Arts Degree in Accounting, I bring a firm knowledge and understanding of the basic principles of bookkeeping.  With excellent organizational, analytical, and evaluation skills, I’m well suited for any position in accounting.  A summary of my accomplishments are:

· Excellent use of Quickbooks and other accounting software

· Personable, flexible, and able to work on a team or independently

· Dedicated, passionate, and driven to provide the highest quality accounting

I look forward to meeting with you in the near future to discuss my qualifications for this position.  Thank you for reviewing my enclosed resume.  I can be reached at (949) 555-XXXX.
Sincerely,
Katie Murphy
Your Full name

Mailing Address

City, State, Zip

Contact Number

Email
Today’s Date

Manager’s Name

Manager’s Title or Position

Company’s Name

Mailing Address

City, State, Zip

Re:


Position Title
Dear (Ms. or Mr.) Last Name:

1.  Seize Attention/Introduce Your Qualifications:
In the first sentence of your letter, grab the manager’s attention. Tell them what position you are applying for and how you learned about the position (If referred, mention the source, it may create a positive connection).  Pique their interest:  Explain why you are interested in their company and why you chose to apply.
2.  Share your VALUE!  Detail accomplishments, highlights, skills:
Give the Employer what your situation is (graduating student; years of experience in an industry; transitioning from military, etc.).  Next, SELL Yourself:  Quickly show you’re qualified to perform the job and what your VALUE really is! Use bulleted statements to grab attention and convey your message quickly and efficiently.

3.  Closing Paragraph
Be proactive, not passive here.  Let the Manager know what you expect them to do and how to contact you (include your Phone #).
Sincerely,

Your Signature
Your Printed Name
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