1936 Elm Street

Atlanta, GA 30098

January 3, 2003

Amy Downs

PricewaterhouseCoopers

1 Park Place

Atlanta, GA 30303

Dear Ms. Downs:

It is with much enthusiasm that I submit this letter and résumé as application for the entry-level accounting position advertised in Sunday’s Atlanta Journal Constitution. I hope you will agree that my skills and experience are an excellent match for this job.

In May, I will complete my B.S. in Accounting at Oglethorpe University. At Oglethorpe I have mastered the principles of accounting—including tax analysis and preparation—required for the position advertised. I have also completed liberal arts courses outside of the business field that have improved my analytic and communication skills.

My two internships in accounting have provided me with experience and skills that I believe will be useful to PricewaterhouseCoopers. Through my work at the firms of Arthur Andersen and Webber & Juravel, I was assigned responsibilities and projects similar to those given to permanent staff. As a result, I understand the tax preparation process and have completed over 150 corporate tax returns. My internship experiences also allowed me to compare a small CPA firm to a large multinational organization—this fueled my decision to pursue full-time work with a Big 5 firm such as PricewaterhouseCoopers. 

I believe I am a good candidate for your position of entry-level accounting. Upon review of my résumé, I hope you will agree. I look forward to talking with you about this opportunity and will contact you next week to ensure you have received my application.

Sincerely,

Amber Lovett

400 Windy Blvd.

Chicago, IL  59245

January 3, 2003

Robert Baker

WebWrite

100 Commerce St.

Chicago, IL 59236

Dear Mr. Baker:

I enjoyed talking with you this morning about the Web design internship at WebWrite. After reviewing my résumé, I hope you will agree that I am a well-qualified candidate for the position. As I mentioned during our conversation, I am a senior at the University of Chicago pursuing a degree in marketing and computer science. My goal is to work for an e-commerce consulting firm such as WebWrite. 

I understand from the posted internship description that you are looking for an intern who not only understands how to build Web pages but also one who grasps the purpose behind creating an online presence. I feel that my two years of experience with the University of Chicago’s campus network services have given me the level of understanding you seek. Before designing pages for each department, I met with the faculty and staff clients to determine their goals. Did they merely aim to advertise their services? Did they want students to interact in a private chat room? Did they need the capability of accepting large amounts of information from the visitors? Only after these extensive planning discussions did I begin design work. 

My technical skills are strong. I have mastered HTML, FrontPage, and DreamWeaver; I have built over 25 sites with active server pages and have made extensive use of JAVA applets.  Although I am as comfortable with coding pages as I am with creating graphics, my strongest interests lie in the ideas and organization behind site design.


I look forward to the opportunity to talk with you in person about the internship.  If you would like to see samples of my work before scheduling an interview, I encourage you to visit my home page at www.angelalynn.com.
Sincerely,

Angela Lynn

