Your name

9999 Lorne Scots Drive 

Port Colborne, Ontario

L3K ???
February 3, 2012 

(Info of where you are applying…..example is below)

Ben Smarts, Owner 

Stephens Rental

22 Steeles Ave

Milton, Ontario

L76 2S1

Dear Mr. Smarts:
My name is Jenn Spacely. I am currently a co-op student at Port Colborne High School looking for a Coop placement opportunity at ____________________________.   I was made aware of this placement opportunity from Mr. Coers, my Coop Teacher at Port High.  I would like to arrange an interview to discuss the opportunity.

I feel that I meet the needs for this job because ……………..    My education/past experience/ training has given me some exposure and basic knowledge in how to work as a………………..  I also have an excellent worker ethic and I am a team player who wants to learn.

I look forward to meeting you soon. Please feel free to contact me by phone to arrange an interview: (905) 999-9009.  The best time to be reached is between the 5:00 pm and 9:00 pm.   Or please contact my coop teacher by email at shawn.coers@dsbn.org,  My resume is attached for more information about myself. 

Sincerely,

Jenn Spacely

P.C.H.S. Coop Student

Your email address
