Your Name here
Address line 1 ( Toronto, ON ( O1O 1A1
416-101-1010 ( youremail@yahoo.ca

July 23rd, 2014
Addressee Name
Company name

386 XYZ Avenue
Toronto, ON   O1O 2R1
Dear Addressee:

I am an enthusiastic, resourceful, and creative designer with over 5 years of AutoCAD and residential design experience.  As someone who is passionate about the field of sustainable architecture, I would be an excellent addition to the ABC Co. team as a summer student.  The qualities you seek are well matched to my solid track record of previous work experience.

	YOUR NEEDS
	MY QUALIFICATIONS



	Architectural Drawings / AutoCAD Design
	· Produced 300+ construction document sets at ABC Co. Materials Ltd.  

· Effectively communicated construction drawings to municipal building departments to obtain permits


	Office Duties
	· Handled high volume inbound / outbound calls in conjunction with analyzing the customer's situation and recording information in the ABCD Financial Canada Inc. database
· Organized and updated all master digital files, such as engineering and installation documents, for rapid retrieval and use within the ABC Co. team


	Writing Skills 
	· Articulated ideas, building code knowledge, and ABC Co. product information via e-mail to clients
· Thoroughly addressed emailed questions and concerns  at ABC Co. and ABCD Financial
· Contributed in editing the monthly ABC Co. newsletter




I appreciate your consideration and would welcome the opportunity for a personal interview.  I am confident that my skills and experiences will add measurable value to your firm.  Thank you.
Sincerely,

Your Name Here
Enclosure:
Resume
