Sample Cover Letters


1234 Main St.


Tempe, AZ  85287


March 19, 1998

Accounting Specialist, Sr. Search Committee

Job Number # 12345

Arizona State University

Tempe, AZ  85287

Dear Search Committee:

I am responding to your advertisement in the Arizona Republic on March 15th for an Accounting Specialist, Sr. I have the skills and experience to be an immediate asset to your department.

My experience meets both your stated minimum and desired qualifications. I have 6 years experience in the field of accounting and a bachelor’s degree in accounting from ASU. Through my professional experience, I have developed skills in the areas of accounts receivable and payable, database management and auditing. My computer skills include Lotus, Dbase IV, Access, and Excel. For the past 3 years, I have supervised 6 individuals and was awarded Supervisor of the Year last year.

In my current position, I initiated a continuous improvement project that decreased accounts receivable processing time from a 10-step process to a 5-step process. This process usually takes 2-days but was improved to a 1-day process.  This improvement saves the department approximately $2,000 a month.  As illustrated from this project, I will bring a commitment to excellence that will ensure successful completion of the department and university’s goals. In addition, I welcome the opportunity to apply my accounting and leadership skills in this position.


Thank you for your time and consideration.  If you should need to contact me I can be reached at (602) 555-8080. I look forward to meeting with you and discussing your needs for this position. 


Sincerely,

Bill Jones

Enclosure   

