Dear Human Resources Director:
My name is Judy Wilson and I am an experienced office assistant. I have an Associate’s Degree in Business from City College in Detroit. I worked for XYZ Holding Company in Detroit for 5 years until my first child was born. Shortly after that we moved here to Lansing. I stayed out of the work force for 8 years to care for my 3 children while they were small. Now that they are all in school I am ready to return to work.
I have been taking online classes for the past 6 months to update my skills in Microsoft Word, Access, Excel and PowerPoint and believe I am ready to return to work. I would appreciate being considered for a position as an office assistant at ABC Technologies whenever such a position becomes available.
During the 8 years that I was out of the work force I served as the treasurer at my church counting the weekly offering, making deposits and paying bills. I also designed and printed the program for each Sunday service as well as all special programs. I served as an officer of the Parent Teacher Association (PTA) at my children’s school and organized numerous successful fundraisers.
It is my desire to work at ABC Technologies because of the company’s stellar reputation here in Lansing. I would be honored to work for a company that provides such a high level of service to the community. From providing thousands of excellent jobs to volunteer efforts like the annual Red Cross Blood Drive, ABC Technologies has made a significant difference in the community.
I hope that you will consider my attached application and rйsumй when an office assistant job opens up at ABC. I am available for a personal or telephone interview anytime at your convenience. I can be reached on my cell phone at 555-555-5555 or via email at [email]
Thank you,
Your Signature
Judy K. Wilson
