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8031A East Market

Warren, OH  44484

330/609-7616

Pat@PatCifernoConsulting.com
Pat Ciferno Consulting

This is only an example of a follow-up letter.  Please modify it as you see fit.  There are several formal, contemporary and other styles available in Word, Publisher, and of course on the net.  Find one that fits your personality & style.

William Gates

Phone: 330-555-1515

555 Microsoft Way 

MS City, WA 55555

Today’s date, 2003

Patricia L. Ciferno

Pat Ciferno Consulting

8031A East Market Street

Warren, OH  44484

Dear Ms. Ciferno:

It was a pleasure speaking with you regarding the Software Developer position with your company.  I enjoyed the tour of your facility and meeting your staff, and was particularly impressed by the professionalism and dedication you and your staff exhibited.  I remain very interested and enthusiastic about the opportunity, and believe that my professional experience, leadership competencies, and strong work ethic will greatly benefit your program.

Based on our discussion, it seems you are seeking a Developer who shares your vision and is open to implementing creative and cutting-edge changes.  I too am looking for a challenging opportunity in a forward-thinking company who feels they will benefit from the ideas I wish to share.

Throughout my professional career I have proven my creative and managerial abilities through ever-increasing positions of responsibility.  I expect to achieve high standards in my career, and I’m excited for the opportunity to fine-tune your IT Department into a highly effective center.

As requested, I have enclosed the names and contact information for several references.  If you need additional information, please do not hesitate to call me at 330-555-1515.

Sincerely,

William Gates (
Enclosure

