08-00-2005

[Receiver Name]

[Company Name]

[Company Address Line 1],

[Company Address Line 2]
Dear Sir or Madam,

I have found that you company is actively seeking to hire qualified individual for the [position] position.

I have almost four years of banking experience, plus one and half years of investment consulting service in Taiwan before my graduate study in the United States. I have earned my bachelor of business administration degree with the major in Finance at National Taiwan University (NTU), the number one ranked business program in Taiwan. I also have finished my master degree with the emphasis in the Information Systems, including MBA graduate-level courses in Project Management, Database Management, and Information Systems Strategy, and Managing Global e-business at the Marshall School of Business in University of Southern California (USC). According to the above working experience and educational background, I am very confident that I am able to integrate all my knowledge from the banking operations, investment consulting service, and analytical skills in information systems and finance functions to this challenging role –- [position].

My solid combination of education and experience has prepared me for making an immediate contribution to the [position/function] in the [company/industry]. [Describe how much I want to join this company]. If you have any further interests or questions from me, please do not feel hesitated to contact me at your convenience. Thank you for your consideration.

Sincerely,

Vincent Lee

Cell: 626-233-6199

Email: vincentilee@yahoo.com

