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Dear Mr. Jones: 

I would like to thank you for taking the time to meet with me yesterday.  After speaking with you 

and other members of the team, I am confident that my skills and qualifications for the 

Communications Consultant position are a perfect match.  [Name of company] is an energetic, goal 

oriented and collaborative place to work which meshes well with my work ethic and personality.  I 

will leverage my past experiences and provide a fresh perspective to make an immediate impact 

within the position and for [Name of company].  

Thanks again for meeting with me, and I look forward to the prospects of working with you.   

Sincerely, 

Sarah Smith 

 


