Jane Smith

9999 - 100th Avenue

Surrey, BC  V3V 3V3

604.555-5555

janesmith@telus.ca

February 5, 2013
Ms. A. Banker

Manager, Great Pacific Banking

1111 - 99th Avenue

Surrey, BC  V2V 2V2

604.555-4444

Dear Ms. Banker:  or (Dear Hiring Manager: if unsure)
Thank you for your willingness to interview and possibly accept an L.A. Matheson Humanities co-op student for a work-experience placement. Your community involvement will help me explore career choices, gain employability skills and increase my working knowledge.

As a young and ambitious person with a goal of pursuing post-secondary education upon high school graduation, I am currently seeking opportunities to explore different career paths. I recently completed the WorldHost certification program which provided me with training in customer service skills. I enjoy working with people, taking initiative, learning new skills and taking on new responsibilities.
Thank you for taking the time to interview me. I look forward to possibly completing my work experience with your organization.
Sincerely,

(signature)

Jane Smith

Encl. - Resume
