James MCXxxxxx
8534 Xxxxxx Street
Dallas, TX 752XX
telephone: 555. 555-5555
e-mail: Xxxxxxxx@hotmail.com

30 December 2002

Tanys Young

Administration and Personnel

H. L. Winman and Associates

475 Reston Avenue

Cleveland, Ohio 44104

Dear Ms. Young:

As a technology coordinator and instructor with over fifteen years in the field of computer applications and integration, I am applying for a summer position with H. L. Winman and Associates so that I can use my expertise to assist in your corporate training and computer integration. 

My experience was gained in three main areas. For thirteen years I designed and managed the development of task specific personal computer applications for architectural and engineering, educational, government, and medical professionals. For eleven years I have taught computer and application use at all age levels. For the past five years I have developed and maintained the Web sites for a school, a non-profit organization, and a firm of architects. I am employed as technology coordinator, webmaster, and instructor at a school until the end of the semester.

The enclosed resume offers more detail of my experience. In the fall of 2003, I will be returning to full-time university studies and am seeking summer employment with a company where I can both offer and gain experience in the field of computers in engineering. 

I would welcome an opportunity to meet with you and discuss your current training programs, software integration, and Internet presence. I will be in Cleveland, attending a seminar, later in the month and will call you when I am there.

Sincerely,

James McXxxxxxx

enc.

