
254 Tremont Avenue 
Kenmore, New York  14223 
September 14, 2006 
 

Ms. Virginia Bolz 
Director, Human Resources 
Ashman Medical Center 
219 Gumbel Street 
Buffalo, New York  14222 
 
Dear Ms. Bolz: 
 

I was pleased to read of your opening for a Personnel 
Assistant advertised on the website of the Career Development 
Center at Buffalo State College.   I have always held the medical 
center in high esteem for your many programs that so greatly 
benefit the public.  In particular, your work with the Lower West 
Side Business Club, which brought needed day care services to that 
area, was quite innovative. 
 

As part of my undergraduate education, I too, had the 
opportunity for community involvement. I worked as an intern in 
the personnel department of the Internal Revenue Service.  While 
there, I coordinated an IRS "Good Citizens" outreach campaign 
which brought agents to area senior citizen centers to discuss 
retirement tax issues. 
 

In addition, I had the opportunity to participate in all areas 
of personnel, including hiring, classification of jobs, benefits 
explanations, and union negotiations.  I have also worked as a part-
time manager for Perkins Restaurant for two years handling a full 
range of supervisory duties.  
 

I would like to discuss this opportunity with you as soon 
as possible.  Therefore, if I do not hear from you by September 27th, 
I will call you to arrange a meeting date.  Thank you for your 
consideration. 
 

Sincerely, 
Edward P. Wilson 

 

Edward P. Wilson 
Enc. 

LETTER OF APPLICATION 

732 Avian Drive 
Williamsville, New York 14221 
February 11, 2007 
 
 
Mr. Marcus DeWillis 
Art Director 
Artvoice 
810 Main Street 
Buffalo, New York 14202 

 
Dear Mr. DeWillis: 
 
I am writing to inquire if you have any graphic design positions 
available at Artvoice.  With over 140,000 readers weekly Artvoice has 
excelled as Buffalo’s largest alternative newsweekly.  Your paper has 
contributed to and encourages significant change in Buffalo as a 
leading local news source.  I look forward to the chance to become a 
member of such an organization.  I am extremely interested in the 
opportunity to provide quality designs that influence your 
progressive, educated readership.   
 
Through my internship in a college publications office I have 
acquired valuable design experience using both Mac and PC 
operating systems.  My projects involved utilizing a variety of print 
and electronic media for campus publications. This experience 
required self-management of a number of simultaneous tasks and 
meticulous attention to detail while working in a creative, team 
environment.  Also, my internship focused on a similar readership to 
yours: young adults.  My ability to effectively communicate with this 
population would transfer well to Artvoice.   
 
As a lifelong resident of Buffalo I am dedicated to promoting the area 
within my design concepts.  I would like to be considered for a 
graphic design position to share my talent with Artvoice.  I will 
follow-up during the week of February 26th to find out more about 
any opportunities to apply my experience and design skills within 
your organization.  Thank you for your time. 
 
Sincerely, 
 

Saadie Ralphel 
 

Saadie Ralphel 
 
Enclosure 

LETTER OF INQUIRY 

Advertisement described below.  
Note how the skills desired by the 
employer are stressed in the letter. 

 
Personnel Assistant: 

For community-based medical 
center.  Bachelor’s degree in 
business or related field.  Must 
have working knowledge of 
benefits administration, 
employee relations, 
compensation training, and 
union negotiations.  Excellent 
communication and 
organizational skills.  Previous 
experience in human resources 
and dedication to community 
service preferred.  Send resume 
to Ms. Virginia Bolz, Director, 
Human Resources, Ashman 
Medical Center, 219 Gumbel St., 
Buffalo, NY 14222 
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