Date

Your name

Your address

Your address

Your telephone number

Mr. Joe Smith

Health Insurance Corporation, Inc. 

Director of Sales

123 Page Street

Raleigh, NC 12345

Dear Mr. Smith:

I am interested in the administrative assistant position with Health Insurance Corporation, Inc. (job #3456) that was advertised through www.trianglejobs.com. I am familiar with your company because I am one of the 2.5 million North Carolinians you insure. As a group member, I am impressed by the flexibility of your health care plans and commitment to helping people learn how to make their health a priority. Because Health Insurance Corporation was recently named the largest stand-alone HMO plan in the state, I understand that your need for capable assistants is growing. Please take a moment to review some of my strengths that qualify me for the position:

I would like to meet with you to further explore the contribution I could make at Health Insurance Corporation, Inc. I will call you in 10 days to confirm that you've received this package, answer any questions, and see if we can arrange a meeting or phone interview. I invite you to call me at 213-555-1212 if you need more information. Thank you for your consideration.
Sincerely,

Your Name (Your signature)

Your Name (Typed)

