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Cover Letter
Many employers today want to read a letter of introduction, or cover letter, when they review a resume. A
cover letter should tell the employer which position you are interested in, why you think you are qualified for
the position. Some information in your cover letter may also be on your resume; overlapping information
emphasizes skills and characteristics. Read your cover letter carefully, check for spelling, grammar, and
punctuation errors, then have another person proofread it one more time before you print it or press ‘send’.
January 5, 2012
Alex Wikstrom
Sun Dog Manufacturing
123 Swiggum St.
Westby, WI 54667
Dear Mr. Wikstrom:
I am interested in the Shipping Manager position advertised in the Westby Times this week. I believe I
would be a great fit for this position and welcome the opportunity to talk with you to find out more about
the job and your company.
Your Requirements:
• Computer literate; able to learn software programs
• Compare multiple shipping criteria
• Self-motivated
• Friendly; work well with others
My Qualifications:
• I am experienced in shipping with USPS, Fed Ex and UPS and their software programs.
• I understand that each shipper offers different services. I can learn what I need to know for the
safe delivery of products to the customer and the most cost-efficient route for the company.
• I enjoy my work and take pride in a job well done. I find this very motivating.
• I encourage you to follow up on my references as I am sure you will see that I am a ‘team player’
and understand how to recognize company culture and enhance the work environment.
I enjoy playing an important role in enhancing a customers’ experience. I also enjoy balancing the
technical skills, physical skills and social skills that are required to do a great job in this position. I take
pride and ownership in my work and consider the perspective of the customer when packing an order.
My resume is attached for your review. I’m interested in talking with you and learning more about the
position and Sun Dog. I read the mission statement and feel I really can get behind it.
Thank you for your time and consideration. I’m looking forward to hearing from you.
Sincerely,
Signature Here
Sue Kastensen
For more examples, check out Best Resume’s & Letters for Ex-Offenders by Wendy Enelow and
Ronald Krannich, or simply search for ‘cover letter examples’ in your favorite search engine.
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