LETTER OF APPLICATION

100 Hillcrest #G40 · Iowa City, IA · (319) 353-9111
1825 38th Street · Rock Island, IL 61201 ·  (309) 786-4324

e-mail:  willbexample@mchsi.com · Cell: (309) 781-4344


July 6, 20xx

Mr. James Tabor

Director of College Recruiting

UNI Life

Cedar Falls, IA  60120

Dear Mr. Tabor:

This letter of application is in reference to the multiple Human Resource Specialist positions (req. #346779) that you have posted on your website. I was excited to learn that you are expanding your staff and would like to be considered as a candidate for one of those positions.
As an intern in the University of Iowa Human Resources department for 2 years, I gained experience with many insurance and health issues.  I assisted in the processing of life insurance enrollment forms and handled physician correspondence which verified health status. Additionally, I have spent two summers working for Aegon in their claims processing department. My experiences in volunteering with Habitat for Humanity and working with Student Orientation at The University of Iowa have prepared me to work with diverse groups and take on leadership roles. 

I feel that these combined experiences have given me a deep understanding of the life insurance industry at a variety of levels and makes me a competitive candidate for this position. My resume and references are attached as a first step in exploring the possibility of employment with your company. I will contact you within two weeks to make sure you have received all my materials. Thank you for your time and consideration, I look forward to hearing from you.
Sincerely,

W.B. Xample
Will B. Xample

· Same rules for header and salutation as in a Letter of Inquiry

· Whenever possible make every possible effort get the recruiters name (s) and address the letter to them specifically. If you are unable to do this a “Dear Sir or Madam,” or “Dear Members of the Search Committee” can be used.
· The first paragraph must always refer to the position you are applying for and contain a requisition number if available.  Be sure to include where you found out about the position.
· The middle paragraph(s) makes the connection for the employer between your experiences and their desired qualifications. Make sure to use wording similar to the job description. This IS NOT a summary of your resume, rather a “teaser” to whet the reader’s appetite.
· The final paragraph summarizes your experience. This is also a place to state your intentions. When and how will you follow up with this person? Make your intentions clear. Always be courteous and thank them for their time in some way.





















