
Date  
 
Name  
Title  
Organization  
Address  
City, State, Zip Code  
 
Dear Mr./Ms. Last Name:  

Thank you for taking the time out of your busy schedule to talk to me about the Senior 
Programmer Analyst position with XXX Company. I appreciate your time and consideration in 
interviewing me for this position. 

After speaking with you and the group, I believe that I would be a perfect candidate for this 
position, offering the quick learning and adaptability that is needed for a diversified position.  

In addition to my enthusiasm for performing well, I would bring the technical and analytical 
skills necessary to get the job done. 

I am very interested in working for you and look forward to hearing from you once the final 
decisions are made regarding this position. Please feel free to contact me at any time if further 
information is needed. My cell phone number is (555) 111-1111.  

Thank you again for your time and consideration.  

Sincerely,  
 
Your Signature  
 
Your Typed Name  

 

 

 

 

 

 

 



7 Greenway Court 
Eugene, OR 97401 
503-555-0303 

  

Mr. Archie Weatherby  
California Investments, Inc. 
25 Sacramento Street 
San Francisco, CA 94102 

  

Dear Mr. Weatherby,  

  

Thank you for taking the time to discuss the insurance broker position at California Investments, 
Inc., with me. After meeting with you and observing the company's operations, I am further 
convinced that my background and skills coincide well with your needs.  

  

I really appreciate that you took so much time to acquaint me with the company. It is no wonder 
that California Investments retains its employees for so long. I feel I could learn a great deal 
from you and would certainly enjoy working with you.  

  

In addition to my qualifications and experience, I will bring excellent work habits and judgment 
to this position. With the countless demands on your time, I am sure that you require people who 
can be trusted to carry out their responsibilities with minimal supervision.  

  

I look forward, Mr. Weatherby, to hearing from you concerning your hiring decision. Again, 
thank you for your time and consideration.  

  

Sincerely,  

  

Your Signature  
 

  

John Oakley 

 


