[bookmark: _GoBack]1117 Park St.
Chicago, IL 60601
October 25, 2016
Maureen Callahan, Marketing Coordinator
Gillespie Manufacturing
132 South Canal St.
Chicago, IL 60601
Dear Ms. Callahan:
From the information on your Web site, I understand that you are looking for an assistant. I would like to apply for the position. After working as an intern for Sanford Industries, I have developed strong skills in mrkt research and analisis, and I believe that I would be a valuable asset to your team.
I’ve enclosed a copy of my résumé, which details my coursework and other job experience. I also enclosed the flyer describing Sanford’s newest products that I produced for the 2015 Electronics Convention. I looks forward to the opportunity to speak with you. You can reach me at the address at the top of this letter, by phone at 312-555-4995, or via email at m.covais@chicagomail.example.com. Thank you for your consideration.
At I assists the marketing coordinator in organizing national sales meetings and a convention for our customers. For the convention, I established relationships with vendors and was the the primary contact fore those vendors at the convention. Based on convention evaluations, attendees scored this convention 20% higher than the previous year’s.
In addition to working on the sales meeting and the convention, I was also responsible for the following:
Verifying radio ad frequency over weekends
Keeping and distributing the meeting minutes for the team
Updating existing customer database
Sincerely,
Enclosures (2)
