March 6, 2007
Name of individual letter is going to
Street Address
City State Zip

To Whom It May Concern:

I am writing this letter to introduce myself and share my career goals with you.   My name is Jose Lopez.  I am a senior at Alisal High School, and will graduate in June, 2007.   My goal is to become an elementary school teacher.  In the meantime, I would like a part-time position as a retail salesperson or counter helper so that I can earn money to go to college.

I have taken two courses offered at Mission Trails Regional Occupation Programs that have helped me learn customer service, communication skills, and to be a good employee.  I received Certificates of Completion in ROP Checker Cashier and ROP Computer Business Applications.  I am a quick learner and look forward to improving these skills and learning new skills in a job setting.  I am confident that I will be a good employee.  I am reliable, responsible, flexible, and a team player.

Thank you very much for taking time to read this letter and giving me the opportunity to tell you a little about myself.  Attached is a copy of my resume.  I look forward to an interview with your company.

Sincerely,

Your Name
