Scott Hall

73990 Valley Hill Road

Fort Lauderdale, FL

(725) 555-3647
(Insert today’s date)

Ms. Aimee Johnson

Personnel Manager

Computer Repair, Ltd.®

35 South Hills Lane
Golden, Florida 32013

Dear Ms. Johnson:

I am applying for the position of Systems Manager that was advertised in the Sunday's edition of the Florida Times.  My resume is enclosed.

You may reach me at (518) 555-3647.  I will plan a convenient to speak with you to answer any questions you may have. I am currently employed as a Systems Analyst at Technology Today in Albany where I maintain the computer mainframe and offer users p.c. support.  I have excellent interpersonal skills and interact well with clients.  I believe my skills, experience, and motivation will benefit Computer Repair, Ltd.

I look forward to meeting with you.

Sincerely,
Scott Hall

