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Jane Swift

2001 Center Street

Anytown, PA   18066

610.855.3221 


(Date)

Ms. Terri Smith

Vice President Operations

Link Products

621 Miller Drive

Anytown, CA   21234-1234

Dear Ms. Smith:

I am responding to your recent advertisement in the Columbus Dispatch  on Sunday the 8th of November, offering the opportunity to become a member of a terrific team working on your inventory management system as a warehouse associate.  

As you will note, I have ten years of warehouse experience, including supervisory responsibilities.  I have participated in the hiring and training of qualified candidates, and have supervised a high-quality, responsive work group.  In addition to the experience and accomplishment noted on my enclosed resume, I have also been called upon to help design and facilitate our new “Face to the Customer” training program for front-line workers.  I thrive on challenge and I’m confident that my skills and experience will allow me to make an immediate contribution to your warehouse efficiency.

I would greatly appreciate the opportunity to discuss this position in a personal interview.  I will call you Friday, September 13th to schedule a meeting.  Thank you for your time and consideration.

Sincerely,

Jane Swift

Enclosure

