CHRISTOPHER SMITH
123 Main Street, Gaithersburg, MD, 12345
Mobile: (555) 555 – 5555 
csmith@email.com
Tuesday, March 13, 2012
Universal Security Services
123 Elm Street 
Any Town, USA 12345

Sir or Madame:

In recent conversations with some of my contacts, I have learned that your company has an excellent reputation in the security industry. As such, I am very interested in pursuing a security guard or personal security position with your company. Please allow me to introduce myself.

I recently graduated from Montgomery College with my Associate of Arts Degree in General Studies.  Along with this I am also a Helicopter Mechanic with the Maryland Army National Guard and hold a current DoD Secret Security Clearance. Additionally, I am highly motivated, physically fit, very professional, and am available to work immediately.
Please call me on my cell phone at 555-555-5555 to set up an interview at your earliest convenience. I look forward to hearing from you and welcome the opportunity to learn how I may assist you and your customers in providing superior security service. 

Thank you in advance for taking a moment to review my enclosed resume.
Sincerely,


Christopher Smith
Enc: resume and cover letter
