                                            Tricia Ann McDade  
                                          mcdade.trish@yahoo.com             

Dear Representative:

          I am interested in applying for a position with your company. Enclosed is a copy of my resume for you to review.  I believe that my skills and training would give me an opportunity to positively contribute to your workforce and help your organization reach its goals.

          I feel I’m qualified for this position due to my ability to comply with your company’s expectations, code of conduct, policies, and procedures.  I can ensure my working environment will remain safe, as well as be able to maintain the confidentiality of the company, employees, and various information I work with.  I enjoy working with a diverse group of people in a drug free environment.  I strongly believe attendance is very important in a job to remain successful with the company.  I am able to work a flexible schedule including last minute overtime.

          I feel your company deserve to have employees whom not only possess positive attitudes, outgoing personalities and excellent communication skills, but they should also have respect for every individual in their workplace.  I not only possess these qualities, but I have a clean background record with no criminal history. I am also fully vaccinated.  

          Thank you for taking the time to view my cover letter and resume. I hope to hear from you soon to further discuss the position and set up an interview.

Respectfully yours, 

Tricia McDade  
