(Your Name)
(Your address)
(Your address)
(date)
To whom it may concern:
I am responding to the (position name on USAJobs) posting on the USAJobs website. I am interested in job announcement number (insert entire Announcement number, all the numbers, letters, dashes, etc) for the location in (insert location). I know I am qualified and more than capable of fulfilling the duties of this position, since I have already (list the best reason you are qualified).
This year I assisted with (list something else you assisted with). I also prepared (list a report or something else you prepared). I helped (list something else you helped with). I also participated in (list webinars or teleconferences you participated in).
Currently I am a (list your current position) in (list your current position location). I have performed well in various positions, including as a (list your various positions). I have been a Certified (list your certifications and year obtained). I am already proficient at (list something you are proficient at). I also have the ability to work with others in order to carry out conservation educational efforts, as shown by my willingness to teach (list a class you taught, a presentation, or something you taught to someone else).
I have enjoyed being a part of the (list your current position and location). Please feel free to call me at (list your phone number) on my cell phone if you have any questions. I wish to be considered under VEOA and am claiming a 5-point Veterans' Preference, since I was in the military from (list your years of service) and separated under honorable conditions. Thank you for your consideration.(Include the Veterans’ Preference sentence whether or not the USAJobs posting lists that there is Veterans’ Preference! Upload your DD 214 to USAJobs also.)
Sincerely,

(type your name here, sign above it)
Enclosure: 
(list any relevant documents, some examples are listed below)

Resume



Copy of DD 214



Copy of college transcripts



SF-50



Performance Appraisal 

