Heather Johnson                                                                                                                                            3369 Village Woods Dr.                                                                                                                                   Atwater CA 95301                                                                                                                                  (209) 357-4069 (home)

1234 Atwater Circle

Atwater, CA  95301

February 14, 2002 (Date of Contest)
Mrs. Jennifer Smith

Bank of Atwater

1234 Atwater Boulevard

Atwater, CA  95301

Dear Mrs. Smith

I am writing to you about my interest in the part-time position of Clerk Typist.  I read about this position while reviewing the January 14, 2002, edition of The Siskiyou Daily.

I am qualified for this position because of the various skills that I have to offer.  I am a steadfast employee who can work with anyone in any environment.  My capability of using a 10-key calculator by touch, answering telephones using proper etiquette, and filing documents quickly and correctly, will qualify me as an industrious worker and a good asset to your bank.  I am also bilingual in Spanish and English, which will be of help when Spanish-speaking customers arrive.  My exceptional people skills will make the customers feel welcome and at home.  Throughout the course of my ROP Business Occupations class, I worked at a financial institution in Atwater.  This experience has reinforced my clerical and communicative skills.  My objective is to be part of a reputable staff where I am able to demonstrate excellent service and people skills, as well as display my speaking skills as a Spanish interpreter.  I believe your organization will offer me this opportunity.

You may contact me to arrange an interview at (209) 358-0000 from 3:00 p.m. to 8:00 p.m.  Enclosed is my resume for your perusal.  Thank you for considering me for this position, and I look forward to hearing from you soon.

Sincerely

Suzy Sunshine

Enclosure

