A.Meredith Student

mstudent@gmail.com e (919) 888-3888 e 8388 Cumberton Drive, Cary, NC 27511

September 01, 20xx

Jane Dean

Senior Account Coordinator
Howard Agency

2359 Fayetteville Street
Raleigh, NC 27607

Dear Ms. Dean:

It was very enjoyable to speak with you today about the assistant account coordinator position
at the Howard Agency. The job, as you presented it, seems to be a very good match for my skills
and interests. The creative approach to account management that you described confirmed my
desire to work with you.

In addition to my enthusiasm, | will bring to the position strong writing skills, assertiveness and
the ability to encourage others to work cooperatively with the department. My artistic
background will help me to work with artists on staff and provide me with an understanding of
the visual aspects of our work.

| understand your need for administrative support. My detail orientation and organizational
skills will help to free you to deal with larger issues. | neglected to mention during my interview
that | had worked for two summers as a temporary office worker. This experience helped me to

develop my secretarial and clerical skills.

| appreciate the time you took to interview me. | am very interested in working for you and look
forward to hearing from you about this position.

Sincerely,
Your Signature

A. Meredith Student
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