July 3, 2010

The HR Manager,

Ron and Dave Company,

New Street lane,

Some City, TX

[Sub: Application for a suitable position in your company]

Dear Sir/Madam,

Please find attached my updated resume with the letter for your perusal. I am a Masters in Business Administration and have graduated this year from the TES Business School, TX. While on a discussion with Ms. Stacey, who works with your organization as a Junior Analyst, I was informed of new job openings in your firm.

Please review my document to understand any suitable position that I may apply for. My preferred field of work would be business development as I take interest in the same.

I thank you for your patience and time. I am sure that I would be able to make a sound contribution to your company. I would make a follow up call in a week’s time and will also be looking forward to your response soon.

Yours Sincerely,

Courtney Phillips

[Sign Here]

