300 Napoleon Rd. Apt. K 96
Bowling Green, Ohio 43402

April 6, 2009

Melva Powers

Big Brothers/Big Sisters

1616 E. Wooster Street

Bowling Green, OH 43402

Dear Ms. Powers,
I am writing to express my interest in the internship for the “Bowl For Kids’ Sake” event coordinator with Big Brothers/Big Sisters for Spring 2010.  I feel very strongly about the organizations values and would like to be a part of it.  
I feel that I have all the acquired abilities to carry out the duties for this position.  I have an Associate’s degree in Communications of Arts and am currently one year away from my Bachelors in Interpersonal Communications at Bowling Green State University.  I am energetic, outgoing, self-motivated, responsible, organized, and dependable.  

I work in a secretarial position currently and do mailings, callings, filings, and organizing events for the English department at Bowling Green State University.  I also have a strong background with public service announcements having created and analyzed them.  I am personable and can communicate effectively with people having had various courses in communications and working in positions that required it.  I also have a great experience working with children at a daycare for two years, and loved every minute of it.
I take my job very seriously and think I am very qualified for the position at hand and would serve it well.  I would like very much to meet with you to discuss a future position with Big Brothers/Big Sisters.  You can reach me at the above address or 567-278-0098.

Thank you for your time and consideration.

Sincerely,

Olivia Dolch

