First I. Last
999 Adress St.  
(999) 555-1234

Chicago, IL 60000 
email@9999mail.com  

[*****Please note that words in red or parenthesis need to be replaced or deleted]

June 28, 2005
Contact Name

Company Name

Company Address

Dear Mr./Mrs. ________, 

Perhaps you are looking for a [insert job position] with strong experience [insert a general statement about your experience].  In review of the attached resume you will find that I am highly capable performing this role and associated functions.

[Over the last four years I have been extensively constructing Personal Computers primarily in for Windows 95, 98, NT and 2000.  I possess solid knowledge of internal PC components and multiple peripheral devices.  My expertise is further enhanced with recent certifications as A+ Technician and Microsoft Certified Systems Engineer in Windows NT 4.0.

My work experience over the last twelve years has involved assembling and troubleshooting complex technical devices including WaveGuide products, phase shifters and couplers.   I have demonstrated my ability to quickly learn new technical skills, resolve problems and improve processes, which have attributed to successfully reducing critical production times.   This trend I intend to continue long into the future.]
I am a technically skilled professional with the experience, patience and understanding it takes to efficiently build, repair, troubleshoot and support Windows PC systems and networks.  I am confident that you will be pleased with the skills and experience portrayed in the accompanying resume.  I will call your office in a few days to inquire about the possibility of a meeting.  

Thank you in advance for your time and consideration.

Sincerely Yours, 

Ron Murphy
