
Attn: Contact Person
Company
Address
City, PA ZIP


RE: _______ position 

Dear Mr. or Ms. Name:

I read with great interest your posting for the________ position recently advertised.  I believe I possess the necessary skills you are seeking and believe I would be a valuable asset to your company.

I have a total of ____ hours of hands on training at the Schuylkill Technology Center in the _______ Program. I have attached a state task listing for your review of all the detailed training I secured during my time in the program.

I have the attention to detail and the ambition to be a seamless part of your workforce.  I have scored _____ on the NOCTI exam which puts my scores against all other students in the United States that are in the same program.  I also earned ____ Certification(s). 

I have attached my resume’ and portfolio for your review.  I look forward to speaking with you and how I can be a positive fit at your facility.  

Thank you for taking time from your busy schedule to consider my employment at your facility.

Sincerely,
 


Name
Address
City, PA Zip
(570)-Phone
Email 







COVER LETTER TEMPLATE
[bookmark: _GoBack]
