[bookmark: _Hlk190875333]NAME
Phone number with area code (210) XXX - XXXX
Professional & Student Email Personalemail@gmail.com; collegeemail@student.alamo.edu


February 3, 2026 (enter current date)

Individual’s Name at Company (using Hiring Manager if name not known)
Company Name
Address of Company
City, State, Zip

[bookmark: _Hlk190874626]Dear (Salutation & Last Name or Hiring Manager)

Paragraph 1. State A. the position you are seeking and B. how you learned about the position
I am applying for the Assistant to the Accountant position shared with me by the Alamo Colleges Office of Workplace Learning.

Paragraph 2. State A.  your relevant education and B.  experience that may make you qualified for the position.
As you will see from my resume, I am a business administration major (specializing in accounting) and
have completed several accounting courses. Additionally, I have two years of experience serving in the IRS
Volunteer Income Tax Assistance (VITA) program preparing tax returns for free for qualifying taxpayers.

Paragraph 3. Research the employer’s website, State A. something that is significant to you about the business and B.  how you see yourself being a good fit within the business.	
Company X is known for its outstanding client service and while providing quality accounting services.
I see myself working as an accountant with a high level of integrity while providing outstanding professional
accounting services to clients. I can visualize myself being able to contribute to the success of Company X.

Paragraph 4. State A.  your anticipation to meet and discuss how you can be a value to the company.
I look forward to the opportunity to talk with you to discuss how my experience, education and
enthusiasm for learning can be of value for Company X.

Sincerely, 

Jane Smith
Jane Smith

