Mississauga, November 16, 2009

Lise Tremblay

Human Resources Manager
Company ABC

1234 Derry Rd.
Mississauga, Ontario H2H 2H2

Subject: Manager’s position
Dear Ms. Tremblay,

I noted with a great deal of interest the announcement for the position of manager for your Mississauga team published on November 10. 

As you will see from the enclosed résumé, my knowledge and skills meet the requirements for the position. My professional experience has provided me with solid experience in retail sales and personnel management in a constantly changing environment. 

Thank you for your attention to my application. I am available to meet with you whenever it is convenient.

Sincerely,
YOUR NAME

123 ABC Ave.

Mississauga, Ontario L3J 3J3

Phone: 555-555-1234

Cell phone: 555-555-4321

yourname@courriel.ca

Encl.: Résumé
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