

FRANCINE PLANNER	Comment by Donlin-Smith, Kathleen (kdonlinsmith): This heading should match the heading of your resume.
1218 Palmerston Avenue Rochester, New York 14624 Fplanner@yahoo.com
(585) 555-3333

July 2, 20xx	Comment by Donlin-Smith, Kathleen (kdonlinsmith): This is the date that you are sending the letter out.

Ms. Tanya Jones	Comment by Donlin-Smith, Kathleen (kdonlinsmith): This section should go as follows:
Name
Title 
Location
Human Resources Manager St. Joseph Hospital
Outpatient Mental Health Clinic 
Rochester, NY 14978

Dear Ms. Jones,

I am writing to apply for the position of Outpatient Clinical Therapist posted on your website. St. Joseph Hospital’s commitment to excellence in client care is well-known in our community. I have joyed working at an outpatient facility for my internship and would like to continue this work at an institution who shares my values of strong client focus.	Comment by Donlin-Smith, Kathleen (kdonlinsmith): Who are you? Why are you interested in this position/ place?
Where did you find the position?

Some of my most relevant qualifications for this position are:

· Possess a Master’s degree in Mental Health Counseling received May 2012.	Comment by Donlin-Smith, Kathleen (kdonlinsmith): How are you qualified?
This section should match the job posting and utilize key words from the posting.
· Provided individual counseling to a rotating caseload of 20-25 with various diagnoses, meeting all weekly productivity requirements, during a year- long internship at the Pearl Sapin Elder- Health Center, a geriatric outpatient mental health clinic.
· Conducted initial and ongoing assessments, including new client psychosocial intake evaluations, 90- day treatment planning, and annual assessment of client progress.
· Worked with secretary to send out appointment reminders and reduce cancelled appointments and no-shows.
· Co- Facilitated weekly Bereavement Group for between 3-20 men/women with various
personality disorders who had recently lost their spouses. 
· Participate on multi- disciplinary team of professionals to present client progress reports and receive feedback on adjustments to treatment.

Thank you for your time reviewing my application materials. I am very Interested in speaking to you further about this opportunity and look forward to interviewing with you. You can reach me at (585) 555 5555 or email me at fplanner@yahoo.com.	Comment by Donlin-Smith, Kathleen (kdonlinsmith): Thank the potential employer and reiterate your interest in the position. Don't forget to ask for an interview.

Thank you,
Francine Planner
