Giselle Hernandez
12607 Van Nuys Blvd. #25
Panorama City, CA 91402

(818) 250-7134

giselle04@yahoo.com

February 2, 2009


Mr. Joe Collins 
Store Manager
H&M Clothing 
4873 Santa Monica Blvd.

Santa Monica, CA 90401

Dear Mr. Joe Collins:


The store cashier position you advertised outside your store greatly interests me. I have always been interested in such great brand-name stores like H&M and I would like to contribute to its continued growth in the company. It would also be a great chance to help me benefit my business skills for my future career. I have enclosed my resume for your review.

In school, I have taken multiple business classes as well as prepared myself for certain opportunities in the business field that will benefit me for the future. I have also been in clubs such as leadership that help me interact with other people and plan events, rallies, and dances for the whole school. I hope to get into a college and graduate with high business skills and business majors. I believe these experiences have prepared me for your store cashier position. 

I would appreciate the opportunity to discuss my qualifications more in-depth in an interview. I can be reached at (818) 250-7134 between the hours of 3:30-9:00PM, Monday through Sunday. Thank you for your consideration. 

Sincerely,




Giselle Calderon


Add a closing with a comma. Sign here in black ink after you print the cover letter. 





Format:


-12 point font


-Times New Roman


-Only double-space in-between paragraphs


-Three paragraphs total; do NOT indent the paragraphs (block form)


-Place a colon after “Dear _____:”





Type your full name.





Make a heading that looks like this.





Add today’s date.





-Hiring Manager’s Name


-Position of the contact person


-Name of the company that you are applying to


-Address of the location 





How did you hear about the job opening?  Why does that position interest you? What can you contribute to the company?








What skills, experiences, and education do you have that will benefit the company? Sell yourself.





Let the reader know you appreciate them taking time to review your cover letter and resume. Let them know when and where they can contact you. Thank your reader.





Purpose: All resumes MUST have a cover letter attached to the front.








