111 Staff Rd.
Washington, DC 16495
May 4, 20XX

Mrs. Janice Lubinski

Vice-President of Advertising

Coca-Cola Company

Atlanta, GA 18420

Mrs. Lubinski:

I was informed of an opening for an advertising manager with Coca-Cola for the Boston area by Carter Bedford. I am currently enrolled as an undergraduate student at Georgetown University and will receive my Bachelors of Art in Advertising in May of 20XX. Please consider this letter and my resume as an indicator of my interest in this position.

Through my work and internship experiences, I have developed the necessary qualifications that are required to be a successful advertising manager. As an intern with the Bauer Advertising, I had the opportunity to manage accounts for the Delaware Bakery, Collins Dairy, and Top Wings Restaurant. This enabled me to utilize my classroom training in a professional manner and permitted me to enhance my communication, creativity, and customer service skills. At the completion of my internship, these three accounts had increased there advertising accounts with the Bauer Agency as their business had improved by a minimum of 25% since they signed with the Bauer Agency. 

As a campaign aid for Governor Thurston Howell IV, I learned how to turn potentially negative situations into a positive situation and learned that it is necessary to utilize any niche you obtain within a demographic group. I am an extremely organized individual with excellent time management skills, as proven by my working full-time and pursuing my Bachelors degree     full-time while still being active in the community.

I would welcome the opportunity to further discuss my qualifications for this position with you at your convenience. I can be contacted by phone at (492) 555-0000 or by e-mail at Mackenzie_Joy@netscape.net.  Thank you for your time and consideration.
Sincerely,

Mackenzie Joy

Enclosure:
Resume



Letters of Recommendation

