Name
Address
City, State, Zip

(406) Phone Number
October 19, 2004

Mr. Milton Jones
Director of Human Resources

HiTech Computing Solutions

1400 Hillsdale Avenue, Suite 120

San Jose, CA 95136

Dear Mr. Jones:

Please consider me an applicant for the Word Processing Specialist position as advertised in the Billings Gazette on Sunday, April 13, 2008.  I’m currently enrolled in Word Processing, Keyboarding, and other computer applications classes at Lincoln Education Center in Billings. Your company is active in our community and your advertisement sparked an interest for me.

As you can see from my enclosed resume, I have experience using MS Word and MS Excel in an office setting.  The skills gained from former jobs at Dillard’s and Dr. Smith’s office in customer relations and confidentiality will be beneficial at HiTech Computing Solutions as well.  HiTech Computing Solutions has a reputation for being an innovative firm with high growth potential.  

Please call me at (406) 247-3714 if you have questions or would like to schedule an interview.  I look forward to hearing from you soon.  

Sincerely yours,

Type Your Name
Enclosure: Resume

