
123 Main Street 
Burlington, VT 05401 

802-859-0443 
 

 
August 18, 2005 
 
 
Ms. Genevieve Karpinski 
Creative Director 
ABC Company 
0000 Shelburne Rd., Suite 000 
So. Burlington, VT 05403 
 
Dear Ms. Jones: 
 
While researching internship positions through Champlain College’s Career Planning Office, I 
learned of your Fall graphic design internship opening and would like to be considered for the 
position.  My resume is enclosed and I would be pleased to show my portfolio to you. 
 
Currently, I am a Champlain College student pursuing a Bachelor’s degree in the field of 
Multimedia and Graphic Design with a concentration in print design.  In May of 2006, I will 
complete my degree.  I feel that the following courses that I have completed will be 
appropriate for your position:  Advanced Typography, Illustration, Computer Applications 
Level II, and Business Marketing. Additionally, I am comfortable using InDesign, 
Illustrator, Photoshop, MSWord, and MS PowerPoint.  Your position requires the utmost 
confidentiality when handling client projects which I can guarantee that I will handle 
professionally.  
 
In addition to attending school full-time, I have spent an average of 12 hours a week working 
in the Provost’s office at Champlain College as a work-study office assistant.  In this position, 
I help the Provost with Internet research and perform various office tasks such as filing, 
collating, and typing.  Recently we completed a large employee survey project using 
specialized software. On occasion, I am asked to sit in on department meetings to discuss 
important College issues and to share my viewpoint as a student. This experience has trained 
me well for professional business situations. Now I am eager to put my education and 
experience to use in a creative atmosphere. 
 
It would be a pleasure to discuss my qualifications with you in person.  You may reach me 
after 5:00 p.m. at 802-859-0443 or you may leave a message on my answering machine and I 
will return the call promptly.  You may also e-mail me at sartiajones@network.net.   
 
Thank you for your attention and consideration. 
 
Sincerely, 
 
Your signature here 
 
Sarita Saunders 
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