234 Maple Street

Eugene, OR  97401-4321

June 15, 2000

Mr. R.B. Evans, Manager

Magna Music Company

2345 Main Street

Eugene, OR  97401-0013


Dear Mr. Evans


Please consider me an applicant for the office clerk position advertised in last Sunday’s Register-Guard. 


My high school course work in business, which includes word processing, accounting, and computer studies, has prepared me for an entry-level position.  Enclosed is my resume that lists my education, experience, and skills.


My long-range goal is to work in an office where I can accept increasing responsibilities and advance toward a position as an administrative assistance.  I gained valuable knowledge and experience in my work based learning placement this past year at Video Image Plus in Springfield, Oregon.


Please call me to set up a time for an interview.  I am available any day after 3 p.m. and can be reached at (503) 555-2000.  I look forward to hearing from you.


Sincerely yours



Terence B. Adams
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