Jean Rivers,
Human resources Manager,
Twilight Investments,
2589 Seer Street,
Montgomery, Alabama 25589.
25 June 20XX
Dear Ms. Rivers,
The accompanying resume is in response to your advertisement in the Daily Monitor for an accounts assistant. The position seems to fit well with my career interests, education and experience.
According to the advertisement, you require knowledge in cost accounting, financial accounting and relevant accounting software. I will be graduating from the University of Michigan next month and my studies included courses in financial and cost accounting. I have working knowledge of accounting computer software such as QuickBooks, Pastel and Sage. This is further enhanced by my internship at the accounts department of the Community Medical Center.
I am a team player and I am able to work under pressure with minimum supervision.
I would appreciate an interview at your convenience to discuss how my knowledge and experience fits your needs. Thank you for your consideration.
Sincerely,
Wendy Applegate.


