SAMPLE COVER LETTER.
110/1-C, Surya Nagar,
Defence Colony, New Delhi -110065

India.

Dec 09, 2003
Mr. Sohail Akhtar

Manager of Human Resources

Habsons Jobsup Ltd.

1/1-A, Bharat Nagar,

New Friends Colony, IN110065
Dear Mr. Akhtar,
I am applying for the position of Team Leader, which was advertised on Dec. 7 with the career section of the Times of India. The position seems to fit very well with my education, experience and career interests.

According to the advertisement, your position requires excellent communication skills, proficient in Network Setup and Administration, and with a MCA degree and/or a B.Tech. I have graduated from I.P.University. My studies have included courses in Computer Science, Management Information Systems, Network Management, System Programming and Software Development. 

I understand the position also requires a candidate who is team and detail oriented, works well under pressure, and is able to deal with people in departments throughout the firm. These are skills I developed both in my course work and in my recent internship at HonTech Pvt. Ltd. in GK-I, ND.


My background and goals seem to match your requirements well. I am confident that I can perform the job effectively, and I am excited about the idea of working for a dynamic, nationally recognized IT firm.

Given the opportunity, I would be pleased to meet with you and discuss how I might be able to promote the growth of the company. If you would like to schedule an interview or otherwise discuss my interest in the position, please call me at +91-011-2468587. I will be available at your convenience.

I am looking forward to meeting with you.

Sincerely,

Rakesh Kumar
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