3048 Stang Street
Tampa, FL 45623

January 5, 2006
To Whom It May Concern:

Please consider my application for the position of Publications Traffic Coordinator, this sounds like a fun and exciting project be involved with. My Bachelor of Arts Degree from MSU is in Communications and my minor was Economics. I have worked for two local schools as a librarian, as a Substitute Teacher, and interned for two years with the local newspaper. My passion and many of my past positions have always been with using

computers programs. I am a whiz at Microsoft Word, have an eye for detail and love reading books, newspapers and articles. I am a quick learner and work well independently and with others. I would be a great asset for your position!

Sincerely,
Kenny Laine

813-555-2304
ANALYSIS: Eddie should find out the name of the person taking applications or put the title of the position he is applying for in a subject line so that he can avoid using “to whom it may concern.” Also, Eddie needs to correct his errors in punctuation and capitalization as well as find out more about the position of Publications Traffic Coordinator; then he should tailor his letter to connect his skills to the position. (He should also create a nicer letterhead for himself.)
Maya Valens

1212 Cache

Tallahassee, FL, 35319

January 5, 2006
Ms. Eileen Karuso

HR Manager

Toye and Bhee

8100 Avenue Constellation

Tallahassee, FL 35316

Dear Ms. Karuso:

I enjoyed talking to you by phone yesterday. Enclosed is my resume and a business card. As you can see, I’ve worn a number of hats in the publishing field—writing, editing and managing—almost all in the areas of marketing and advertising.

I hope to hear from you in the next few weeks. In the meantime, best wishes for the New Year!

Sincerely,

Maya Valens

ANALYSIS: Maya’s letter is friendly but possibly too casual. It is uncertain how her remark about “snap right into your Rolodex” will be received. She should have proofread her letter more closely and corrected all errors (missing “you” in the first sentence); she should also use a colon in the salutation instead of a comma. However, her cheerful personality comes through, and that’s good. 

