
Editing Kyle’s Letter
Directions: Rewrite this letter of application to create more variety in sentence structure.
115 South Second Street

Richmond, Virginia 23261-3902

30 March 20--

Michael Williams, President

Williams Accounting

489 Wedgewood Drive

Richmond, Virginia 23261-3425

Dear Mr. Williams:

I am applying for the job of Accounting Assistant that was advertised in the Daily Monitor. I feel that my education and skills are well suited for this job.

I will be receiving my A.A.S. degree in Accounting from Jones Community College this June. I will be graduating with a 3.5/4.0 grade point average. I do not have much job experience, but my education qualifies me for the job. I have taken Accounting I, II, and III. I have learned several word processing programs including WordPerfect and Microsoft Word. I have increased my communication skills by taking Oral Communications.

My resume is enclosed for your consideration. I am confident that I will be an asset to your company because of my education and skills. I would like to set up an interview. You can contact me at (804)555-4893.

Sincerely,

Belinda H. Kyle
Belinda H. Kyle
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