
Your Name
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City, State, Zip Code
Phone Number
Email address (must be business appropriate)
Today’s Date
Contact Name, Position Title
Name of Company
Street Address
City, State, Zip Code

Attention: Name of Point Person
Dear Contact Name: (if name unknown, use Sir/Madam)
Briefly state the position for which you are applying.
The mid-section of your letter should be one or two short paragraphs that make relevant points about your qualifications. Do not summarize your resume! You may incorporate a column or bullet point format here.
	Your last paragraph should initiate action by explaining what you will do next (e.g. call the employer or request that the reader contact you to set up an interview. Close by saying “Thank you.”
Sincerely,
YOUR HANDWRITTEN SIGNATURE
Your name (typed)
[bookmark: _heading=h.gjdgxs]Enclosure (send your resume with this letter)

Jane Smith 
Street Address
San Mateo, CA, 94401
         (650)000-2607               SMHS stu. email address
 
             August 24, 2017



Ms. Angie Yuan
Director of Mathnasium
100 Grand Lane, Suite C
Foster City, CA 94404

Dear Ms. Yuan, 

I’m applying for the Math Instructor position at the Foster City location. 

I am a senior at San Mateo High school, currently taking AP Statistics and believe I will be an excellent candidate for this position.  I  have volunteered at my elementary school to assist  the kindergarten classes. Volunteering with children has given me experience and an understanding of how to interact with children younger than me. 

Attached is my resume, which will further describe my experience working with children. I am available to work two days a week, Mondays - 3:00 pm - 7:00 pm and Saturdays - 10:00 am -1:00pm.  I look forward to the opportunity to meet with you to discuss this position in more detail. 

Sincerely,

San Mateo HS student

Attachment






Tom Smith
Shell Avenue
Foster City, CA 94404
Student email address

January 10, 2020

Karius
975 Island Dr.
Redwood City, CA 94065

Re: 2018 Summer Internship

Dear Hiring Manager,

I am applying for the Karius summer internship opportunity, and am hoping to learn about the biotechnology industry as well as professional lab skills through this experience. The Karius pathogen-detecting blood test and the impact it has on others is fascinating to me, and I would love to be involved in research that is revolutionizing the biotechnology industry.

With two years of laboratory-based biotechnology classes at San Mateo High School, as well as years of chemistry and AP biology classes, I have become immensely intrigued by the processes and methodologies used in research. I am well-versed in the commonly-used laboratory tools and procedures, such as PCR, gel electrophoresis, and operating a biosafety cabinet. I am also a quick learner and have immense attention to detail, so I am confident that I can learn any new lab procedure quickly and effectively, and adequately contribute to your ongoing projects.

Being part of a company that is solving global health issues is very important to me, and as an individual aspiring to enter the biotechnology field myself, I will work hard to learn as much as I can through this internship opportunity.

Thank you for your time and consideration. I look forward to hearing from you.

Sincerely,


Tom Smith 
[bookmark: _heading=h.n8843sipjdfb]
