Sample Cover Letter
September 12, 2003

Mr. Jake Warner

111 Glacier Avenue

Anytown, AK 99999

Dear Mr. Warner:

Mr. Bill Conners, my Work Based Learning coordinator at XYZ High School, told me that you have an opening for a student-learner at the front desk in your office.  Please consider me for this position.

I have very good computer skills.  I have taken Microsoft Word, Microsoft Excel, and Adobe PageMaker, all with a grade of A or B.  During my junior year, I used these programs extensively as I worked on the school newspaper both as a reporter and as a layout person.  My average typing speed is 50 wpm with one mistake and I am a very good proof-reader and editor.  During my senior year, I hope to complete my courses in Microsoft Office and take the MOS certification test.

I have good customer service skills and would be able to greet your customers in person or on the phone and put them in contact with the staff person they need.

My resume is attached for you to look at.  Please contact me so we can set up a time for an interview.  I would enjoy working for your company.

Thank you.

Mary Smith

112233 Main Street

Anytown, AK 99999

907-555-9999

Alaska Work Based Learning Guide

Sample Cover Letter

September 2003

Page 1

