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78 Cushing Place 
Buffalo, New York 14206 
March 14, 2007 
 
Mr. Jesse J. Carmichael 
Assistant Director 
City of Buffalo 
Division of Substance Abuse Services 
2101 City Hall 
Buffalo, New York 14202 
 
Dear Mr. Carmichael: 
 
I am writing in response to the Counselor III position advertised on 
Buffalo State College’s Career Development Center website.  I am 
excited about the opportunity to provide substance abuse 
counseling, case management, prevention and educational 
programs to the Buffalo community.  Working side-by-side with the 
COURTS program staff counseling individuals involved in the 
Criminal Justice system will allow me to help give urban youth 
another chance at success.  
 
While working as an intern at BryLin Hospital I was successful in 
developing and applying my knowledge of substance abuse 
rehabilitation counseling theories.  At this site, I conducted 
individual, family, and group sessions with a case load of 35 clients 
and was able to maintain accurate and up-to-date case files as a 
result of my strong organization skills.  In addition to my regular 
case load, I was required on many occasions to meet with patients 
in the absence of co-workers and supervisors.  As a result of my 
detailed treatment plans, I have also become very familiar with 
community referral sources where clients can seek additional 
services after they are discharged.  
 
In addition to my academic and hands-on experience, my military 
background instilled leadership and dedication.  I am truly 
committed to helping others while providing a high standard of 
service.  I will contact you during the week of March 26th to speak 
with you further about this opportunity.  Thank you for your time and 
consideration.  
 
Sincerely,  
 

Lucas Moore 
 

Lucas Moore  
 
 
Enc. 

This letter is in response 
to the advertisement 
described below.  Note 
how the skills desired by 
the employer are 
stressed in the letter. 
 
Job Description:  
Provide substance abuse 
counseling services, 
including individual, 
group and family therapy. 
Maintain ongoing case 
records. Make 
appropriate client 
referrals and linkage. May 
be required to supervise 
staff members in the 
absence of senior 
counselors.  
 
Job Requirements: 
Must possess good 
knowledge of theories, 
principles, practices, and 
techniques used in 
counseling as it related to 
drug abuse. Good 
knowledge of programs 
and services related to 
drug abuse, basic 
knowledge of drug abuse 
rehabilitation counseling.  
Send resume to  
Mr. Jesse J. Carmichael 
Assistant Director 
City of Buffalo 
Division of Substance 
Abuse Services 
2101 City Hall 
Buffalo, New York 14202 

 
HERE IS A SAMPLE OF HOW TO FORMAT YOUR COVER LETTER 

  
Your present address 
City, State Zip Code 
Date of Writing 
 

Name of Employer 
Title of Employer 
Name of Organization 
Street Address 
City, State Zip Code 
 
Dear Ms./Mrs./Mr./Dr. (Name):  *If you do not have the person's 
name, do not write "Dear Sir or Madam," or "Gentlemen."  You 
might address the person by title, "Dear Personnel Manager" or by 
organization, "Dear (Name of Organization) Representative." 
 

Opening--Tell why you are writing; name the position, or 
field, or general vocational area about which you are asking.  Tell 
how you heard of this opening or this organization.  State why you 
are interested in or what you know about the position, the 
organization, its products, or services. 
 

Body--May consist of one or more concise paragraphs.  
Give additional information concerning your background and 
interests.  Show the employer how your interests, education, and/or 
experience fit the job requirements.  Tell the employer what you will 
be able to do for the organization.  Mention one or two qualifications 
you think would be of greatest interest to the employer, slanting 
your remarks to the employer's point of view.  If you are a recent 
graduate, explain how your academic background makes you a 
qualified candidate for the position.  Try not to repeat the same 
information the reader will find in your resume. 
 

Closing--Close by making a specific request for an 
interview, suggesting date and time, or indicating that you will phone 
for a personal appointment.  You can also request further 
information about the opening and/or the organization, or ask for an 
application.  Make sure your closing is not vague, but instead 
suggests a specific action. 
 

Sincerely, 
 

(Your signature) 
 

Type your name 
Enc. 
 

Cover Letter Samples 




