15.  Cover Letter Using Block Format with Centered Name and Address

Heather Plumb, C.W.P.C.
211 West Greenwich Avenue

Greenwich, CT  07041

201-437-9365 (h)  203-530-8821 (c)

brewchef@yahoo.com

May 6, 2005

Mr. Ted Carlisle, CEC

Executive Chef

Wamtuxet Inn

10 Shore Drive

Madison, CT  08483

Dear Mr. Carlisle:

As a Certified Working Pastry Chef, I am looking for a position in a larger operation.  Marybeth Gilmore gave me your name because she said you plan to expand your bakery operation soon.  I have read many fine reviews of the food at the Wamtuxet Inn and feel I could contribute to its fine reputation.

My ten years of employment in the pastry field show increasing responsibility, dedication, and solid accomplishments, such as the following.

· Developed and executed a new menu for 100 seat bakery operation.

· Increased sales 30% by selling bakery items to area restaurants.

· Reduced employee turnover from 75% to less than 25%.

· Developed new quality control standards.

Thank you for your time reviewing my enclosed resume which can only briefly highlight my qualifications.  I look forward to an opportunity to meet with you to discuss how my interests and qualifications can best meet your needs.  I will call next week to schedule a convenient time for an interview.  In the meantime, please feel free to call me at 201-437-9365.  

Sincerely,

Heather Plumb, CWPC

Enclosure

