Cover Letter (Good Example)
                                                Flat 12-C, Block1

                                                Hong Kong Mansion

                                                345, Queen’s Road East

                                                Hong Kong

                                                28th April 2001

2) The Recruiter

Ciba-Cregg (H.K.) Ltd.

GPO BOX 308

Hong Kong

Dear Sir 
          3) Technical Support Officer (Medical Product Department)

  Your advertisement in yesterday’s South China Morning Post indicates your need for a Technical Support Officer in your Medical Product Department. 4) My good knowledge in the field of medicines and additives should be benefit to your company, as should my other qualifications.
  As my enclosed resume shows, I will graduate from the Hong Kong University of Science and Technology with a Bachelor of Science Degree in Biochemistry in June this year. My major interest is in micro-organisms and medical drugs. The courses in Biochemical Laboratory Work and Immunochemistry I have taken are very relevant for the position. My Final Year Project on Synthesis of Useful Medicines has provided me with good knowledge in the medical product field. With this knowledge and excellent communication skills, I am 5) confident that I can contribute greatly to your company.

   My summer work experience last year as a tour escort in China has given me the opportunity to see the special economic zones in Southern China as well as to learn some techniques of handling different kinds of people. With this invaluable experience, I 5) strongly believe that I can be of 6) great help to your company in developing its Chinese market.
  My background and other technical skills are too extensive to be listed here. I would 7) appreciate the opportunity to meet with you to discuss my credentials with you at your earliest convenience. I can be reached at 23456789. 8) I look forward to hearing from you.

                                               Yours faithfully

                                               Faye Wong

Encl.
