12300 Hilltop Drive
Mantana, CA 99444

Date 

Mr. Maxwell Jones

TITLE
Ganco Engineering
4567 Main Street
Yokomo, IL 99999
Dear Mr. Jones:
Recently, I completed a cooperative experience with an engineering firm in Northern California where I was given the responsibility of managing a small project. I am looking for the opportunity to perform in this capacity for Ganco Engineering. I believe my background and experience will help me be an asset to your company in a very short time.
I have conducted survey and mapping assignments, participated in soil mechanics and foundation formation, and performed preliminary structural analysis and design for a grocery store. I was given the responsibility of producing a general lay-out for a new transportation system. I first surveyed the area, produced a traffic analysis and survey, researched city rules and regulations for compliance, and wrote a twenty-five page report depicting the feasibility of building a new freeway off-ramp. My mathematical skills are excellent and I am very conscientious about meeting deadlines and completing tasks unsupervised. If given the opportunity to accomplish an assignment, I can develop a plan that will meet the needs of the project.
I am very interested in becoming a part of this project after reading your company brochure and an article in the Civil Engineering Journal about your company’s involvement in building a new mall in the area. I can be reached at the address and phone number below. I’ll be calling your office within ten days to inquire on the status of my application. I look forward to hearing from you.
Sincerely,
Marilyn Appleton

1123 Hoffer Ave.
Chico, CA 95926

Date 

Ms. Mary Rider

TITLE
Gottschalks
1122 Chalk Blvd.
Los Angeles, CA
Dear Ms. Rider:
The World Review Newspaper is currently running your ad for a Junior Accountant to service a small accounting department within Gottschalks. You will find my background and experience directly applicable to your accounting needs and I have enclosed my resume for your review.
Over the years, I have developed and completed three (3) internships in accounting departments in Northern and Southern California. In the last internship, I developed an efficient accounting information system for a small manufacturer. In order to develop this system, I performed a cost analysis and constructed a budget using an IBM Mainframe and Macintosh Personal Computer. In my first internship, I performed all aspects of a major audit under extremely short deadlines. Basic accounting principles come easy to me and I am extremely accurate in all my transactions.
Please contact me at the address and phone number below. I look forward to hearing from you. I am geographically mobile and am willing to begin employment immediately. 
Thank you for your consideration.
Sincerely,


Randy Ohlway
1123 Hoffer Ave.
Chico, CA 95926


6460 Straid St.
Orland, CA 95963
Date 

Mr. Rolland Johnson
General Manager
KXYZ-FM
201 Monroe Drive
Arlington, TX 76028
Dear Mr. Johnson:
Are there any openings at KXYZ for an enthusiastic, young, announcer/programmer? Jane Majors, Director of Programming, recently discussed with me several experimental formats being planned at KXYZ, particularly in the areas of singularly directed programming. This scheduling concept is an exciting development with dramatic potential.
This programming format requires that individuals possess a strong radio and television background. As a graduating senior in the Telecommunications Department, my experience includes both radio and television production and on-air programming. I have experience as an announcer, programmer, disc jockey, sportscaster, news reporter and news writer at KITU-FM and KTIS-AM. In addition, I hold an FCC third-class license with broadcast endorsement. My sense of responsibility and conscientiousness are indicated by my honors.
My enclosed resume reflects my experiences and accomplishments. I am enthusiastic about your single-focus programming concept. The opportunity to help implement this innovative idea would be an exciting challenge for me. I will contact you during the week of October 12-16 to arrange a mutually convenient time for us to meet and discuss employment possibilities. Thank you for your consideration.
Sincerely, 



Frank Manners



