Marie Brown

45xx 10th Avenue  Los Angeles, CA 900xx (323)728-xxxx  Email: MBrown@xxx.xxx 

January 23rd, 2007

Ms. Emma Smith

Director

ABC Preschool

39xx Wilshire Blvd.

Los Angeles, CA 900xx

Dear Ms. Emma Smith,

Laura Ford, who’s spoken highly of you and your school many times, suggested that I contact you since you’re currently interviewing applicants for a teaching position.

I understand that you’re looking for preschool teachers who can warmly communicate with children while creating an exciting and comfortable learning environment. Not only am I capable of this, but I share your belief that our teaching should always foster a child’s enthusiasm for learning. I love when my students ask questions, and I’ve always done my best to give them answers that are of course accurate, detailed, and yet easy to understand.

I was excited to find out that you may be starting a school newsletter. As my resume says, I have over 3 years experience writing and editing a school newsletter. In fact, I have a few ideas for your own newsletter that I’d love to discuss with you sometime soon.

I’ll give you a call next week to see when we can possibly schedule an interview. I’m looking forward to meeting you. Thank you in advance for looking over my resume.

Sincerely,

(Signature)

Marie Brown

P.S. If you’d like to talk about the ideas I have for your newsletter sooner than next week, I’m definitely available for an earlier meeting.  You can reach me directly at (323) 728-xxxx.

Enclosure: Resume

