
Jane Q. Doe

Current Address:







Permanent Address

Fisk Box 02     







          123 Main Street

Nashville, TN 37208

    





Lexington, KY 40504

(615) 898-0000







          (606) 277-4321

jqdoe@fisk.edu

Objective

Desire sales or marketing position.

Education

Fisk University







    
Nashville, TN

Bachelor of Business Administration Degree





       May 2002

Marketing Major, Business Administration Minor

Overall GPA: 3.2/4.0

Honors

· National Dean’s List

· Fisk University Academic/Work Scholarship

Relevant Experience

The Gallup Organization, Inc.





               Lincoln, NE

Summer Intern, selected as 1 of 10 interns from more than 1000 applicants                    6/99-9/99

· Researched and designed a study on relationships in the workplace.

· Surveyed general public for marketing research studies.

· Attended a two-week advertising seminar and created ad for local phone company.

Activities

· Consultant to Small Business Institute, 1999.

· Pi Sigma Epsilon, Professional Sales and Marketing Fraternity, 1997-2000.

· Student Government Association, House of Representatives, 1998-1999.

Skills

· Personal computer, Lotus 123, Windows, DOS.

· Salesmanship.

· Public Speaking.

References

Available upon request from the Fisk University Placement and Student Employment Center, Box 2, Nashville, TN 37208.

SAMPLE COVER LETTER

(Your) Mailing Address

(Allow two lines for address)

Date

Employer’s Name

Title

Company Name

Mailing Address

Dear _____________:

First Paragraph. In your initial paragraph, state the reason for the letter, name the specific position or type of work for which you are applying, and indicate from which resource (placement center, news media, friend, employment service, etc.) you learned of the opening.

Second Paragraph. Indicate why you are interested in the position, the company, its products or services, and above all, what you can do for the employer. If you are a recent graduate, explain how your academic background makes you a qualified candidate. Try not to repeat the same information the reader will find in the resume.

Third Paragraph. Refer the reader to the enclosed resume or application form, which summarizes your qualifications and experiences, or to your portfolio.

Final Paragraph. In the closing paragraph, indicate your desire for a personal interview and your flexibility as to the time and place. State your phone number in the letter. Finally, close your letter with a statement or question that will encourage a response. For example, state that you will be in the city where the company is located on a certain date and would like to set up an interview, or state that you will call on a certain date to set up an interview. Ask if the company will be recruiting in your area, or if it desires additional information or references.

Sincerely,

Signature

Type Name

Enclosure (Always send a resume with your cover letter.)

Adapted from Employment Guide for College Seniors, Simsbury Management Group. Copyright, Simsbury Management Group, 1989.
