730 Unique Street
Salem, OR 20854

October 9, 2008
Mr. John Doe
Director of Human Resources
Clarion, Inc.

2308 Main Street
Salem, OR 20897
Dear Mr. Doe:

Will you please review my qualifications for work in your administrative trainee program?  I base my case on my training, work attitude, and personal skills.

My training for administration consists primarily of four years of business administration study at the University of Louisiana Monroe.  The Bachelor of Business Administration degree I will receive in December has given me a broad foundation of business knowledge.  As a general business major, I have studied the functional fields (management, marketing, information systems, finance, accounting) as well as the other core business subjects (communication, statistics, law, economics, production).  I already have the knowledge base that will enable me to be productive, and I can build upon this base through practical experience.

As I am seeking my first full-time job, I must use means other than work experience to prove my work attitude.  My grade-point record at ULM is evidence that I took my studies seriously and worked hard.  My 3.25 average puts me in the top 10 percent of my graduating class.  I also worked in student organizations, doing special assignments and taking leadership roles.  I assure you that I will bring these work habits with me to Clarion.

Throughout college, I devoted time to the development of my personal skills.  As an active member of the Society for Management, I served as treasurer and program chair.  I also participated in intramural golf and volunteered in the Economics Lab.  All this experience has helped me to have the balance you seek in your administrative trainees.

These highlights and other evidence in the enclosed résumé present my case for a career in administration.  May I have an interview to continue my presentation?  I can be reached at 310-594-6942 or at sstudent@yahoo.com.  I would appreciate the opportunity to talk with you about what I can do to serve Clarion, Inc.

Sincerely,

(handwritten signature here)
Sarah O. Student
Enclosure: résumé

