2710 N. North Road

Grand Island, NE 68803

August 29, 2000

Mr. Mike Bogus

Computer Hardware

416 W. Third Street

Grand Island, NE 68801

Dear Mr. Bogus

I am interested in working at Computer Hardware and am wondering if you plan on hiring any additional sales personnel in the near future.  If so, I would be interested in applying for the position.

During my high school education, I have taken Computer Applications, Keyboarding, and Technology Lab.  In these classes, I have learned the basics of word processing, data base, spreadsheet, and have worked numerous other applications as well.  I have also taken speech and feel comfortable talking to people. Previous work experience includes being a sales clerk for a sporting goods store so I am familiar with the day-to-day operations of a business.  

Working at Computer Hardware appeals to me because I have been in your store several times, purchasing items for my personal computer.  I have always been impressed with the friendliness and knowledge of your sales staff.  Pursuing a career in the technology field after I graduate from high school interests me and I would like to learn all I can about this field.  

Enclosed is a copy of my resume.  I am very interested in working for you and would like to have an interview.  You can contact me at 308-381-1234 after 4:00 p.m. or all day on weekends.  I look forward to visiting with you.

Sincerely

Your Name

Enclosure

