	Job Inquiry Letters



You’re Name: ____________________________
City, State, Zip: ____________________________
Phone Number: ____________________________
Email Address: ____________________________
 
Date: ____________________________

[bookmark: _GoBack] Company Contact Name: ____________________________
Contact Title: ____________________________
Company Name: ____________________________
Address: ____________________________
City, State, Zip Code: ____________________________
 
Dear Mr./Ms. [Contact Name],
Thank you for reviewing my resume. I have been employed in the [industry name] industry for [length of experience] years, and have watched your company’s progress and success with interest. Currently, I am looking for new opportunities and challenges in the industry, and your company’s name was the first one that came to mind.
It would be an honor to work with your team, as I have heard nothing but glowing reviews about [company name]. I am confident that my experience and proven value can contribute to your firm’s continued success in the future, and hope that you will consider me for any potential job opening.
Please don’t hesitate to contact me at [phone number] or [email address] if you have any questions about my resume or qualifications. I hope to hear from you soon, and look forward to having the opportunity to discuss a future with your great firm.

Sincerely,

Signature: __________________________________
You’re Name: ________________________________

