LETTER OF INQUIRY- position request
Karen T. Smith

1201 Summer Street • Iowa City, IA  52240 • 319/341-0636

831 Martin Drive • Elgin, IL 60120 • 630/847/5544 • 630/841-1155 (cell)

email: ksmith11@uiowa.edu
September 1, 20xx

Ms. Tracy Johnson, V.P. Human Resources

XYZ Company

355 1st Avenue

New York, NY  55555

Dear Ms. Johnson:

The current issue of Business Week contains a very interesting article on the XYZ Company pointing out the excellent customer service you provide.  In my opinion, this is the essential component of a successful non-profit organization, so I am writing concerning my interest in a public relations position with your organization.

I am interested in learning more about your work as well as any anticipated openings on your staff.  My qualifications for a position in public relations, which are more thoroughly described in the enclosed resume include:

· Internship experience with both Wells Fargo in their marketing department and the Muscular Dystrophy Association in public relations.
· Part-time work experience as Office Assistant to the Director of Human Resources at 
a local retail store.

· 2 years of event planning experience while working with The University of  Iowa Progressive Career Fair.
· B.A. in Journalism with an emphasis in Public Relations.

During the week of October 2, I will be visiting New York City.  If your schedule permits, an opportunity to meet and discuss my qualifications and the needs of  your staff would be greatly appreciated.  I will call your office next week to see if such a meeting can be arranged. Thank you for your consideration.

Sincerely,

Karen T. Smith
Karen T. Smith

· Always use the same header as your resume –this promotes continuity and reemphasizes your name in the recruiters mind. You can leave off your name if you wish since you will be signing the bottom of your letter.

· The first paragraph emphasizes your knowledge of the company. This is a place to mention where or how you have knowledge of the company. If you have a specific contact in the industry don’t be afraid to “drop names”. An alternate opening line might be “My former supervisor, Mr. John Doe, thinks very highly of the XYZ Company and recommended that I contact you regarding a possible position in Human Resources.”
· The middle paragraph(s) are a BREIF summary of your qualifications AS THEY APPLY TO THIS PARTICULAR COMPANY. This section will almost always be different depending on who you are sending the inquiry to. Remember –this is where you make them want to read your resume to find out more about you. 
· The final paragraph summarizes your next steps -when and how will you follow up with this person? Make your intentions very clear. A personal visit is not always necessary but some type of personal contact is recommended. (e.g. email should be a last resort)





















