

















702 South 40th Avenue


Yakima, WA 98908


February 13, 2013











Mr. Ronald McDonald, Manager


Burger King


1234 Main Street


Yakima, WA 98902





Dear Mr. McDonald:





Please consider me an applicant for the Customer Service position advertised in the January 28 edition of the Yakima Herald Republic.





I am currently a junior at Eisenhower High School and have taken many business classes, where I developed excellent computer skills.  I have served as a Teacher Assistant and also worked in the Student Store.  Both positions gave me a simulated work experience and valuable customer service skills.  Although I’ve never held a “real” job, I’m eager to work, will work hard, and know I can be a valuable member of your team.  The enclosed resume gives a more detailed outline of my education and work experience.





If you need a highly skilled, hard-working, dependable Customer Service specialist, I am available for an interview at your convenience.  You can contact me at (509) 573-2255.  I look forward to hearing from you soon.





Sincerely,








Lisa Brown





Enclosure


�
HOW TO PREPARE A “LETTER OF APPLICATION”





	Few, if any, companies will hire a person on the basis of a letter of application.  It is doubtful that any company would hire an individual without seeing or talking to the individual.  Therefore, the main purpose of the application letter is to get an interview or serve as a cover letter for your resume’.





	A good approach to writing an application letter is:





Paragraph #1


Let the employer know the purpose of the letter.


Establish a point of contact.  Where did you find out about the job opening?


State specifically the position or type of job you are seeking.





Paragraph #2


Show the employer how your training fits their needs.


Highlight your major qualifications.


Refer to the enclosed resume’.





Paragraph #3


Ask for an interview.








OTHER MISCELLANEOUS HINTS:





Type your letter on plain paper and make sure it is perfect….no errors!


Give your letter your confidence and personality.  Do not “adopt” someone


else’s letter.


Use a name in the salutation if possible.  “Dear Sir” is a poor comment on your


      pre-approach to the job.


Think, before writing, what characteristics and skills are needed on the job.


      Examples:  knowledge of the job, ability to work with young people, leadership,


      versatility, willingness to assume extra duties, reliability….


Show what you can do to match the requirements.


Use concrete, specific details.  For example, “In four years of high school, I never


      missed a class because of illness” is much more informative than “My health is 


      excellent.”  OR  “Two summers of coaching little league have taught me to direct


      the activities of young people” is better than “I enjoy working with children.”


Keep sentences short and clear.





Here’s some active verbs to get you started:





demonstrated		designed	produced		planned


researched		analyzed	conducted		calculated


established		determined	developed		programmed	


completed		prepared	coordinated		created


