1789 Nasturshum Drive

Tempe, AZ 83467
October 9, 2008
Ms. Jane Doe, Manager

Smith-Jones Advertising Agency, Inc.

890 Main Street

San Francisco, CA 91112

Dear Ms. Doe:

“Sound background in advertising…well trained…works well with others….”

These key words in your September 23 advertisement in the Gazette describe the person you want as an advertising associate, and I believe I am that person.

As summarized in the enclosed résumé, I have gained experience in every aspect of retail advertising while working for the Collegiate, our college newspaper.  I sold advertising, planned layouts, and wrote copy.  During the last two summers, I got more firsthand experience working in the advertising department of Smith & Son.  I wrote a lot of copy there, but I also did a variety of advertising-related work.  I enjoyed it, and I learned from it.  I am confident that this experience will help me fit in and contribute to the work of your office.

In my curriculum at the University of Louisiana Monroe, I studied marketing with a minor in communications.  I took every course offered in advertising and related fields.  My honor grades give evidence that I worked hard and learned quickly.  I am confident that upon my graduation in May 2009 I can bring to your organization the foundation of knowledge and imagination your work demands.

Understanding the importance of being able to get along well with people, I have actively participated in Pi Tau Pi (honorary business fraternity) and Sigma Chi (social fraternity).  From these experiences, I believe I can fit in harmoniously with the people in your advertising department.

This review of my qualifications summarizes my case for a career in advertising.  May I now meet with you to discuss the matter further?  A call to 602-713-2199 will bring me to your office at any convenient time so that we can talk about doing your advertising work.

Sincerely,

(handwritten signature here)
Sarah Student
Enclosure: résumé
