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He knew he wanted to pursue a doctorate very early on, and has worked independently, in groups, and as a
research assistant. At any rate, Compose a letter that expresses a genuine interest in the job, including a brief
statement about why your letter lacks a personal salutation and your concern about responding to a blind ad.
For example, start your letter with: "I am very interested in learning more about the retail buyer position that
was posted on LinkedIn. I have plus years of experience as a junior buyer, as well as a B. Apologize for not
being able to send a personally addressed letter and explain that you attempted to obtain a full name. Describe
your qualifications and background in a short paragraph -- two or three sentences. Throughout her studies in
my department, I had the opportunity to work with her on several research projects where she acted as my
assistant. If you know the name of the department -- but not the addressee's name -- include that above the
company name. For example, write: "I reduced purchasing costs by 20 percent each year during my five-year
career with ABC Retail. If you don't include a salutation, start your letter with the first paragraph. Type the
words "To Whom it May Concern" justified with the left margin. Include significant accomplishments, such as
measurable cost savings or increased productivity. Beneath that, type the name of the company, if you have it,
and its mailing address. Although cover letters follow a fairly standard flow when you're writing "To Whom it
May Concern," any uncertainty influences the confidence with which you send your letter and resume. Use the
salutation "Dear Sir or Madam" for your letter. When I worked with her at XYZ, I was impressed by her
ability to communicate the effectiveness of our products to our clients and close a sale. State this briefly,
without an accusatory tone. If necessary, use more than one paragraph to provide details. She has my highest
recommendation for the position of office manager at DEF Inc. Express your appreciation for the reader's time
and favorable consideration of your interest and qualifications. Draft an introduction that gives a brief
statement about your interest in the job, where you saw it advertised and your qualifications. During the two
years I worked with her, she was personally responsible for adding several new clients in Asia and Africa.
References 3. If you're unsure of the person's name and have been unsuccessful in obtaining the name due to
an uncooperative operator or receptionist, be cautious about expressing too much excitement about the
company. First Paragraph The first paragraph of a recommendation letter explains your connection to the
person you are recommending, including how you know them, and why you are qualified to recommend the
person for employment or school. Indicate that you're interested in a telephone interview and when you're
available for a face-to-face interview. Include a phone number within the paragraph, and provide the phone
number again and also your email address in the return address section of your letter or under your signature.
Johnson, Dear Dr. I also generated increased revenue in southeastern stores by 12 percent each quarter during 
Ask for a copy of the job posting and a copy of the person's resume so you can target your letter accordingly.
Use phrases like "strongly recommend," or "recommend without reservation," or "Candidate has my highest
recommendation" to reinforce your endorsement. After reading the qualifications, I am confident that my
skills and work experience are ideally suited for this role. Jameson, etc. Whenever possible, include tangible
measures instead of words that don't suggest quantitative achievements. I believe that Bill would be an asset to
your department, as he brings a tremendous amount of energy and enthusiasm to his studies. Follow your
contact information with the date of your letter.


