Date  

Stockton City Chamber of Commerce
Ruth Manning, Director
1122 Rodney Avenue
Stockton, CA 95443
Dear Ms. Manning:
I am in the process of canvassing the community for a position that will allow me to provide customer service and develop informational materials for the general public.  If your agency is currently looking for an individual well versed in public contact who has a solid track record for compiling promotional information, please review the enclosed resume.
Over the past 5 years, I have been giving public speeches, designing flyers and brochures for agencies, and interacting with the general public.  My skills in customer service are excellent and I can handle customer problems in a tactful manner.  You’ll find my communication skills well above average and I have had the opportunity to interact with very diverse populations and individuals of all ages.  I can interview with business clients to gather facts and put these facts into written materials; interpret rules, regulations and policies; plus function positively as part of a team. You can trust me to work unsupervised, meet deadlines, and develop creative ideas that will make a difference in services rendered to the general public.
Working with the general public is my goal and your organization will provide me with just the opportunity.  I would like to request a personal interview to further discuss my qualifications and your organization and the services it provides.  I can be reached at the address and phone below.
Sincerely,
 
 

Lana Sullivan
12445 Mountain Ridge Drive
Mountain Ridge, CA 95446
(916) 545-3998
