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MACROBUTTON  DoFieldClick [Title]
MACROBUTTON  DoFieldClick [Company Name]
MACROBUTTON  DoFieldClick [Street Address]
MACROBUTTON  DoFieldClick [City, ST  ZIP Code]
Dear MACROBUTTON  DoFieldClick [Recipient Name] or Sir or Madam:


Your ad for an entry-level position caught my attention as I prepare to begin my professional career upon graduation this spring from Middlesex County Vocational and Technical High School.

As you will see from my resume, I am in the process of earning my diploma from high school, completing the School of Culinary Arts. Since it has always been my childhood dream to become a chef for a restaurant, my Vo-tech experience was an especially meaningful event in my life. 

I recently completed internships with major hospitality industry firms, and I successfully assumed all the duties of an assistant catering manager. During those internships, under the guidance of experienced restaurant and hotel professionals, I wrote a project development plan, and I also developed a new vegetarian menu for an established restaurant. The menu has been test marketed in five select cities, and the preliminary results indicate that the menu will be adopted nationally.

In summer jobs, I worked in all aspects of the hospitality industry as I held part-time jobs as a waitress and hostess. I am highly skilled at working as part of team on restaurant crews, and I am dedicated to the highest standards of profitability and customer service.

I would welcome the chance to discuss openings at your establishment. If you will contact me at (732) XXX-XXXX, we can schedule a meeting.
OR

If you can use a highly motivated young professional with unlimited personal initiative as well as strong personal qualities of dependability and trustworthiness, I hope you will contact me to suggest a time when we might meet to discuss your needs. I can provide excellent personal and professional references, and I am eager to apply my natural creativity and industry knowledge to benefit a hospitality industry firm.

Thank you for your consideration.

Sincerely,
 MACROBUTTON  DoFieldClick [Your Name] Signature
Type  MACROBUTTON  DoFieldClick [Your Name]below your signature.

Enclosure (Type this word at end of your cover letter. This means other papers are enclosed; such as your resume).

With the enclosed resume, I would like to make you aware of my strong desire to become a part of your organization's management trainee program.


I hope you will welcome my call soon when I contact you to try to arrange a brief meeting to discuss your needs and how my talents might help you. I appreciate whatever time you could give me in the process of exploring your needs.
Addressing the Cover Letter: 


Get the exact name of the person to whom you are writing. 


This makes your approach personal.





First Paragraph: This explains why you are writing.








Second Paragraph: You have a chance to talk about whatever you feel is your most distinguishing feature.








Third Paragraph: You bring up your next most distinguishing qualities and try to sell yourself.








Fourth Paragraph: Here you have another opportunity to reveal qualities or achievements which will impress your�future employer.








Final Paragraph: Ask the employer to contact you. Make sure your reader knows what the "next step" is.








Alternate first paragraph:





Alternate final paragraph: It's more aggressive (but not too aggressive) to let the employer know that you will be calling him or her. Don't be afraid to be persistent. Employers are looking for people who know what they want to do.











� <� HYPERLINK "http://office.microsoft.com/en-us/templates/default.aspx" ��http://office.microsoft.com/en-us/templates/default.aspx�>. Modified resume template.





� McKinney, Anne. Real Resumes for Restaurant, Food Service and Hotel Jobs. Fayetteville, NC : PREP Publishing, 2002.





