Sample Cover Email

From: bethsmith@comcast.net

To: Paul.Jones@platinum.com
Subject: Project Coordinator for Century Project
Dear Mr. Jones:
John Allison suggested you might have an opportunity for project coordinator for your upcoming Century software project. 
John tells me the project will require someone with strong Microsoft SharePoint knowledge. As you can see from the attached resume, I ran a project at Grant Technology that involved streamlining the SharePoint file system. The new system is now in use firm-wide.

I also understand you would prefer someone who is certified in project coordination. I earned my CAPM from the Project Management Institute in 2009. 
I would appreciate an opportunity to discuss your requirements for the Century project. I will call you on Tuesday, May 15, to inquire about setting up an interview.

Sincerely, 

Beth Smith 
