Sample Cover Letter

(Your name)

(Your address)

123 Main St.

Summerland, B.C.

V0H 1Z0

(Your Phone #)

October 20, 2006

Richard Moreau

Manager

Western Office Supply

62 First Street

Kelowna, B.C.

V6R 3N7

Dear Mr. Moreau:

I am writing in regards to our telephone conversation yesterday.  As we discussed, I am very interested in working in retail sales.  Please consider my qualifications for any positions that may become available in your store.

My past work experience includes working as a gas station attendant.  The job taught me about customer service and how to work with different people.  I had to handle cash, process credit cards and use a computerized cash machine.  I was reliable and worked hard to learn the business.

I am available for full or part-time work and I can work flexible hours.

I am enclosing my resume that includes my education and references.  I would like the opportunity to meet with you and discuss the possibility of working for your company.  You can reach me at telephone number (Your Number).

Thank you for considering my application.

Sincerely yours,

[Your signature]

(Your Name)

