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date 
 
specific name of recipient 
company 
address 
address 
 
Dear [specific named individual]: 
I am applying for Job No. 213, which caught my eye while scanning jobs databases on the 
Internet. I answered this ad because I would like to work in a development atmosphere, where 
I can apply my innovation and creativity to advancing firm’s profitability. I also plan to relocate 
to the San Francisco area within the next month. 
 
I graduated summa cum laude from Princeton University, one of the most highly ranked 
universities in the world. My analytical ability and creativity could contribute much to the 
development process in your company. I have used those skills successfully in my studies and 
achieved extraordinary achievements in various aspects of engineering disciplines, from data 
structures and operations research to marketing and human resources management. 
 
My main programming languages are C, C++ and UNIX Shell. My solid programming 
fundamentals and learning abilities enable me to grasp new programming languages and 
environments very quickly. As you can see from my enclosed resume, I have, for example, 
taught a variety of programming languages to kids. 
 
I can contribute to additional business aspects related to a new-product development because 
of my extensive work experience. 
 
I will arrive in the San Francisco area on September 29, and I would be very happy to meet 
you and discuss your open positions. I will contact you when I arrive to arrange an interview. If 
you wish to communicate with me before that, please contact me by e-mail. 
 
Thank you for your time and consideration. 
 
Sincerely, 
 
 
Allyson Maxwell 

 


