4Triangle Park Dr., Suite 401 
Cincinnati, OH 45246 
Nov. 20, 2005 

Department of Human Resources 
Cincinnati Automotive Inc. 
123 Creo Dr. 
Cincinnati, OH 45246 

Dear Sir or Madam:  

I am applying for the position of Sales Representative, which was advertised October 27 on abc.com. The position seems to fit very well with my education, experience, and career interests.

According to the advertisement, your position requires excellent communication skills, computer literacy, and a B.S. degree in business or economics. I will be graduating from Ohio Creo University on December with a B.S. degree in business. My studies have included courses in marketing, international business, speech communications and management information systems. I understand the position also requires a candidate who is team- and detail-oriented, works well under pressure, and is able to deal with people in departments throughout the company. These are skills I developed both in my course work and in my recent internship at Kentucky trading Inc. in Erlanger, KY.

My background and goals seem to match your requirements well. I am confident that I can perform the job effectively, and I am excited about the idea of working for a international company. 

If you would discuss my interest in this position, please call me at XXX-XXX-XXX will be available at your convenience.

Thank you for your consideration.

Sincerely,

Taro Creo

4Triangle Park Dr., Suite 401 
Cincinnati, OH 45246

April 10, 2005

Ms. Ann Creo
Human Resource Manager
Creo Manufacturing Company
123 Creo Dr. 
Cincinnati, OH 45246

Dear Ms. Kitayama,

I am writing in response to your ad for an Engineering Manager position posted on CareerChance.com. It sounded very interesting to me. I currently work for OHIO Stamping, Inc in the Production Division, and, I have been looking for a position in Management to apply my skills and 10 years of engineering and management experience.

I'm very organized, I'm a self-motivated worker, but I enjoy working as a team player. My belief is that since we spend the majority of our lives in the workplace, work should be a pleasant experience. As a manager, I try to make the job one that employees enjoy going to everyday. Not only has this kept those under my supervision satisfied, it has enabled me to run the most efficient workgroups at OHIO Stamping, Inc.
If my experience and management philosophy are attractive to you, please feel free to contact me at XXX-XXX-XXX. Thank you for your consideration.

Very truly yours,


Taro Creo

Sample for New Graduate





Sample for Experienced








