Name
Address

City, Province, Postal Code

Phone Number

Email

Date

Name of Employer

Title of Employer

Company Name

Address of Company

City, Province, Postal Code

RE: Name of position applying for and any reference number (e.g. Sales Associate Position Competition No.3489)

Dear (Mr./Mrs./Ms.) Surname:

First Paragraph: Use this paragraph to tell what you know about the company from your prior research and why this you chose this company to apply for.  Make references to the company’s products, philosophy or reputation.  You can state the name of the source and date of where you saw the job posting.  If someone referred you to the position, identify the person in this paragraph.  
Second Paragraph: Go over the job description you are applying for and match your skills to what the company is looking to for to fill the position.  Emphasize your education, skills, volunteer experience, work experience and interests that are relevant to the position.  Explain the benefits you would offer to an employer.  Focus on 2-3 qualities that describe you most while using different words from your resume.  

Third Paragraph: Request for an interview.  You can say that you will call to confirm that they have received your resume and set up a time for an interview.  You can also give your telephone number and email address for contact purposes.  Thank them in advance for their time and granting the interview.  
Sincerely,

(Your signature)

Your printed name

Encl. Resume

John Taylor

#100 – 5246 No.2 Road

Richmond, BC  V6X 2A4

Phone: (604) 251-9455

Email: johntaylor@gmail.com

May 30, 2008

Ms. Joanna Smith

Human Resources Manager

Sport Chek & Coast Mountain Sports

1140 - 6551 No.3 Road (Richmond Centre)

Richmond, BC  V6Y 2B6
Phone: (604) 713-7467
RE: Application for Sales Associate position (Competition No.2366)
Dear Ms. Smith,

As Sport Chek & Coast Mountain Sports is part of the Forzani Group Ltd, the largest and only sporting goods retailer in Canada, I was excited to learn about the opportunity to work with such a prominent company focused on delivering exceptional merchandise and customer service.  With over 2 years of relevant sales experience, I believe that I would be a perfect fit for the Sales Associate position at Sport Chek & Coast Mountain Sports.  
To be a successful Sales Associate at Sport Chek & Coast Mountain Sports, one would need to have a strong knowledge of sports and a passion to sell.  I have a proven knowledge of sports because I have been on the basketball, soccer and track and field teams at Steveston London Secondary School.  Being on these sports teams has made me gain excellent leadership, communication and teamwork skills, which would be beneficial for this position.  My passion in sales can be proven in my volunteer position as the Sales & Marketing coordinator for the Canadian Breast Cancer Foundation.  For over 2 years in this position, I had to promote events, sell memberships and coordinate fundraising activities.  For further details of my qualifications, please refer to the enclosed resume.  

I would appreciate the opportunity to have an interview with you to further discuss this employment opportunity.  I will phone you on June 6 to inquire an interview can be arranged at a convenient time.  If you have questions please feel free to contact me by phone at (604) 251-9455 or by email at johntaylor@gmail.com.  Thank you in advance for your consideration of my application. 

Sincerely, 

John Taylor
John Taylor

Encl. Resume
