June 19, 2006

Ms. Deborah S. Greenhut

AINYC Enterprises

11 Beach Street

New York, NY 10019

Dear Mr
. Greenhut
,
I read of the opening for the internship at your company CommunityArts.com, and I would like to be considered for the position. A recent graduate of A College In New York
, I am interested in a career in arts management
.

My desire for a career in the arts
 springs from my interest in writing and acting. At ACINY
, I participated in the drama club and produced my own plays
.
I
 have a wealth of experience staging plays and performing. Last summer I worked as a production intern at the Public Theatre for Shakespeare in the Park where I used my production experience to assist in stage management. During the school year, I also worked at New York Theatre Workshop in the marketing department where I used my knowledge of the WORD mail merge feature to create form letters and mailing labels/

My enclosed resume details my skills and experiences. I would welcome the opportunity to discuss the position and my qualifications with you. I can be reached at 212-xxx-XXXX
.

Sincerely

Your Name
 
Enc.

�change date


�Check for salutation


�Check punctuation


�place the name of your college here


�Change to your career


�change to your career path here


�Your college's name abbreviation here


�Change to appropriate experience for you here


�Throughout this paragraph, change to appropriate experience for you here


�Change to your phone number here


�Insert appropriate punctuation here


�Your name here





