
Inita Job

1100 East Davis Road

Weatherford, Oklahoma 73096

(580) 774-0000

May 20, 2001

Please Hireme

Principal

Happy Elementary School

100 Happy Drive

Sunny, OK  73000

Dear Mr. Hireme:


Thank you for meeting with me this morning to discuss the position you have available for an Administrative Assistant I.

As we discussed, I have several years experience at the Weatherford campus and a comprehensive knowledge of policies and procedures including working with the VAX system and budgeting.  It was also encouraging to hear that your department has such a high level of morale.  

Again, many thanks for your time.  I am very interested in working with you and other members within your department.  I look forward to hearing from you in the near future.

Sincerely,

Inita Job 
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