January 12, 2017
Mr. John Employer

Director, Human Resources

XYZ Company

Anywhere, VA 23455

Dear Mr. Employer:

I was challenged by the Marketing Services position you advertised on the Hornetlink website. I feel that my education and experience meets your qualifications.

As a May 2017 graduate of Lynchburg College with a Bachelor of Arts degree in Business Administration and a minor in Communication Studies, I have had a great deal of classroom experience in all areas of business. 
· I have worked in teams to create business and marketing plans for several companies in the Lynchburg area, 

· And I have given numerous presentations to business owners, faculty, and my peers. 

In addition, I have had two excellent internships. The first internship was with ABC Company in Long Island, NY where I spent the summer assisting the advertising department in developing marketing strategies for their clientele. This summer experience was followed by an excellent opportunity to intern with a sales and marketing division of Bigname, Inc. where I developed marketing plans and trained the sales division to market holiday products. 

I feel that this experience, along with my educational background could make me an ideal candidate for this position. I would like the opportunity to speak with you further about this position. I will be in your area during the week of March 3 – 10, and could arrange to speak with you then. If you wish to meet with me before that date, or have any questions, please contact me at (434) 544-5555 or doe_j@lynchburg.edu.

Sincerely,

John A. Doe

PO Box 5555

Lynchburg College

1501 Lakeside Drive

Lynchburg, VA 24501

Encl. resume, references      

