Cover Letter 

Michael Anthony Grant

Street Address

City, State Zip

Home phone

Email address

Dear Sir or Madam:

I would like to discuss the possibility of joining your organization as Senior Production Control Analyst. (Fill in the title) The attached resume will furnish you with the information concerning my education in computers and my work experience.

I am seeking a position where I may utilize my skills and successful work experience to assist you in achieving your goals. As you will note from my resume, I have held positions of increased responsibility and have demonstrated my dedication to job performance without the requirement of constant supervision.

In addition, you will find that I am intelligent, hard working, enthusiastic and a highly motivated self-starter with excellent communication and organizational skills. I relate well to people at all levels and from diverse backgrounds, maintain poise under pressure, and accept responsibility without supervision.

I would greatly appreciate the opportunity to discuss how my qualifications can be an asset to you. If you would like a complete list of job references please respond to the E-mail address and in the subject line refer to reference list. I look forward to hearing from you soon.

Sincerely,



Michael Grant

Printed by permission from Michael A. Grant

Thanks Mike!                      

