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Human Resources Cover Letter Example

James Pierce

287, Mountain Street

Omaha, NE 98301

Telephone: (731) 739-52415
jamespierce@aol.com

July 20th, 2011

John Hopkins
HEC International Company
87, Main Street
Bimingham, AL 26261

Dear Mr. Hopkins,

I am writing this letter to response job vacancies of human resources position published in
jobsDB.com. As Human Resources Professional, I would like to apply for Human Resources Position
in your company. I am certain that my skills and experiences are suitable with your requirements
mentioned in the ads.

1 have more than 10 years experienced in human resources field. I have worked as Human Resources
Staff at HP Communication Company. I served counselling for employees and built program that
support for human resources initiative. I established training program for improving work performance.
I have successfully improved work performance up to 15 % through the training program.

1 graduated Bachelor Degree of Public Relations from Alabama University. I received scholarship to
continue my college. I graduated Master Degree of Human Resource in the same niversity. I have
good organizational and leadership skills. It will be useful in human resources field. 1am capable for
problem solving immediately. Self-discipline is my principal. I am cager to bring my commitment to
manage human resource development in your company.

1 have attached my resume, which is explained my detailed experiences. I am happy to meet you for
discussing my interest in working for your company. You can contact me at (731) 739-52415.

Sincerely,
James Pierce
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Sample Cover Letter (College Student)

325 Elm Street
Chicago. IL 60624
March 15, 200_

Mr. Bill White
Turpin and Kelly, Inc.

250 Mulberry Strect

New York, NY 100124105

Dear Mr. White
Iheard about your company (or used your company's products) and am very impressed with the

high quality of your products. | am completing my work at Bob Jones University with a major in
. and T understand that you have openings (possibly might have openings)

o company

1wl be receiving my Bachelor of Science degree on May 5, 200_. Tam interested in a
‘management training program (or whatever) and would ike to work for a company with a good,
Solid reputation. That i one reason why I selected your company as & prospeciive cmployer.

My resume is enclosed for your consideration. As you note, T have had some fine job training
expericnces during my college cducation. This gives me confidence in working well with people:
which is an important critria for success in today's world.

1 would sppreciate your leting me know of any openings and taking the time to review my
resume. 1wl call you in approximately one week (or whatever you choose) to make sure you
have received my resume and letter. You may contact me at (telephone number).

(I you are going (o be i that area prior 0 graduation. you can stat that you will be in the area.
during the week of ___ “and would be happy to have an interview at that
time.)

“Thank you for your consideration of my request, and I ook forward to talking with you.

Sincerely,

Joe Smith
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Student Name

Bolivar High School Student

1401 N. Hwy D Phone: (417) 326-5228
Bolivar, MO 65613 Fax: (417) 326-4325

February 21, 2012

Contact Name

Manager of Business Name
1234 S. Campbell
Springfield, MO 65898

Dear Ms. Name of Contact:

Please consider me for your serving position as a waitress at Hemingway’s Blue Water Café. 1
learned about the opening from the restaurant’s website. 1 graduate from Bolivar High School in
May 2010. This job opportunity sparked my interest and I was excited about applying for it.
Being a waitress at Hemingway’s would be a working experience I'd look forward to.

T'am currently attending Bolivar High School. My G.P.A. is 3.9. I have taken several dual credit
courses including chemistry, pre-calculus, and college algebra to get a head start for college. 1
am involved in cross country, track, and concert choir. I am an active member of National
Honor Society and Fellowship of Christian Athletes. I also participate in Future Teachers of
America and the freshman mentoring program. My role as a cadet teacher and freshman mentor
is to serve students by helping them understand their assignments.

My job experience includes babysitting and cleaning houses. Babysitting has been my job for
four years. Each year the number of families that I babysit for grows. Some of the families call
me to babysit every other week and others I babysit for about every other month. Ihave babysat
for my principal’s children, track coach’s children, and for neighbors. My cleaning has included
three different families. My duties would be decided the day of the cleaning. Idid anything
from basic cleaning to each room of the house to deep cleaning of cabinets and closets.

My resume and application copies are enclosed. Please review my credentials and consider me
for your waitress position. Ican be reached at 417-298-1234. Thank you for this opportunity to
apply at Hemingway’s Blue Water Café. Ilook forward to meeting you.

Sincerely,

Your Name

Enclosures

username@liberatormail.org
www.bolivarschools.org
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Helena Brad
762, West River

Minneapolis, MN 98261
Telephone: (625) 625-7625
Email ID: helenabrad@gmail.com

June 15th, 2011

Brandon Jones

Human Resources Director
TYN School District

67, Main Street

Portland 62722

Dear Mr. Jones,

I have read your advertisement in Minneapolis Daily Newspaper regarding the high school student’s
position. I would like to apply as Data Entry Clerk in your firm. I really want to occupy this job for
building my career.

I have graduated from Minneapolis High School. During my study, I attended extracurricular activiti
related to entreprencurship. | ever attended entreprencurship training that give me a lot of experiences
in managing and building own business. 1 have worked part time job as waiter and cashier at GTY
Retail and Caf.

I want to build my carcer as Data Entry Clerk in your firm. I was responsible for managing and
handling class’s administration as secretary in my class. I am proficient with Microsoft Office package
and some graphic tools software. I am able to type quickly (75 word per minute). I have excellent
organizational and leadership skills that allow me to adapt easily with new environment. My self-
discipline will give profit for your firm.

I enclosed my resume along this letter. It describes my skills and experiences clearly. I am sure that 1
will give good contribution to your company. I am available for interview session. You can contact me
at (625) 625-7625 or send me an email. Thank you for your attention.

Sincerely,
Helena Brad




