Emily Smith
2222 Nolans Ridge

Buford, Georgia 30519

770-555-4258


February 24, 2003

Personnel Director

P.O. Box 2009

Wilmington, CA 90009

RE: Career Opportunities

Dear Sir or Madam:

In today’s Daily News, your company advertised an opening for an accounting trainee.  I would like to apply for this position.  My resume is enclosed.

As you can see from my resume, I worked in the accounting department part-time during the last two years of college.  I also graduated with an accounting degree.

I would appreciate an interview at your convenience.  I can be reached at 

770-555-4258 after 4:00pm.  

Sincerely,

Emily Smith
