3535 Grassridge Drive

Grand Island, NE 68803

October 17, 2006
Dr. Terry E. Johnson

Director of Human Resources

Merit Corporation

1640 Franklin Place

Omaha, NE 68102

Dear Dr. Johnson:

My business teacher told me about an opening you have for a secretarial position at Merit Corporation.  I am interested in applying for this position.

I feel that I am qualified for this position because of my past education and work experience.  In school I have taken Computer Applications, Keyboarding, courses in Math, Marketing/Management, Accounting/Advanced Accounting, Business Law, and Introduction to Business.  I have taken a speech class and feel comfortable talking with people.  I have been an active FBLA member for four years.

My work experiences include currently working at a local restaurant.  My responsibilities include attending the dining area, serving customers, operating the cash register, working drive thru, and preparing food.  I will receive a promotion in a month when I graduate from high school and will be responsible for more of the paper work.  I have volunteered at Citizen Advocacy where I assisted the director with various tasks, such as deliveries, pick ups, and anything else she needs done.

Enclosed is my resume.  I am very interested in this position and would like to have an interview with you.  You can contact me at (308) 381-1897 after 4:00 p.m. weekdays or all day on Saturday and Sunday.  I look forward to visiting with you.

Sincerely,

Sally Student

Enclosure

