Cover Letter or Inquiry for a Summer Job
Date:

From:

To:

Dear Sir/Ms.  :

I am currently a student at Lake Erie College in my second year majoring in the Fine Arts.  I am inquiring with your organization about possible summer positions in the area of Marketing, Public Relations, Graphic Arts, Promotions and/or Technology.  

My current position on campus is assisting the Athletic Office with special events and facility management.  This involves security, desk hours and greeting the general public. I know that your organization offers students summer opportunities in some of these areas. 

In addition, I also have a portfolio in graphic design which I can send to you if you need information in addition to my resume.  My portfolio outlines the different student projects that I have completed and the computer software programs used to accomplish this. 

I have completed the online application but wanted to send this information as a general greeting to let you know of my specific interest in summer employment opportunities within your organization.  I can be reached by email or phone.  Please refer to the resume that I have included with this email/letter for additional information. 

Thank you for your time and consideration. 

Sincerely,

Student
