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HANDOUT #1:  SAMPLE COVER LETTER 

     Sue Anderson 
 

5 2 5  Ham pton Rd., Tam pa, FL 3 3 6 1 0  –  ( 1 1 1 )  1 2 3 - 4 5 6 7  

 

 

April 28, 2008 

 

 

Mr. Scot t  Thom pson, CFO 

Thom pson & Thom pson, P.C. 

6811 Cit rus Blossom  Drive 

Tam pa, Flor ida 33610 

 

Dear Mr. Thom pson:  

 

After reading the wonderful art icle, “Giving Back,”  in the Sun Tim es about  

Thom pson & Thom pson’s philanthropic work for char itable causes, I  knew 

this was the place for m e.  I  am  also a passionate com m unity volunteer who 

believes in prom ot ing and im proving the quality of life of others. 

 

I  br ing to Thom pson & Thom pson three years of account ing experience 

working with the Director of Account ing for Sm ith & Hughes, one of Tam pa’s 

m ost  highly regarded account ing firm s. I n this posit ion, it  was m y privilege to 

learn every aspect  of the accounts receivable and payable departm ents, 

including payroll,  general ledgers and the preparat ion of year-end budgets.   

 

More im portant ly, I  developed except ional organizat ional and interpersonal 

skills.   As the Director’s account ing assistant , I  acted as liaison to clients, 

vendors and fellow accountants. This required m e to m anage m ult iple 

projects sim ultaneously, to follow-up on sam e and to report  their progress at  

a m om ent ’s not ice. 

 

I  will contact  you next  Monday, May 5th to schedule a m eet ing where we can 

discuss m y qualificat ions further and how they m eet  the needs of Thom pson 

& Thom pson.  Thank you for your t im e and I  look forward to m eet ing you in 

person. 

 

Sincerely, 

 

 

Sue Anderson 

 

Enclosures:   Applicat ion for Em ploym ent  

  Resum e 


