Date

Mr. Regis McEwan, HR Director

Economy Stores

444 16th Avenue

Richmond, VA  99999

Dear Mr. McEwan:

Have you ever experienced a store that’s suddenly too full?  Unnerving.  Too many people to serve.  Too many for effective security.  Too many for the occupancy permit.  One night this summer, the National’s game had just let out, and we were swamped. With only two staff people working that night, I had to think fast.  I asked groups of 10 to line up outside, and for everyone who did, I would give them a package of chips. (We had several packs due to expire in two days.) And it worked.  Sure, the National’s had won, people were in good spirits, and the weather warm.  But I am proud that I could use my managerial experience to defuse a potentially volatile situation. 
I am writing to apply for your position of Area Manager for Economy Stores.  In addition to skills in customer service, I enjoy working with the staff.  I have designed open/close checklists that reduce costly mistakes and developed training programs that turn unskilled labor into a professional crew.  Ask our customers—they voted us the best convenience store in the neighborhood. My enclosed resume explains more of what I can offer Economy Stores.
I would like to learn more about this position and how I can put my experience to work for you.  Thank you, and I look forward to speaking with you soon.

Cordially,

John Brown signature
John Brown

112 Fifth Avenue

Washington, D.C.  20005

202.555.5555   
JohnBrown@msn.com

enclosure

