CONTEMPORARY BUSINESS

COVER LETTER ACTIVITY
You will be writing a cover letter to a company for a particular job.  You are responsible for deciding on the company and the job from the list below.  The letter should be addressed to a specific person within this company that is included in the ad.  Type this letter in correct format, i.e., 1st paragraph-tell how you found out about the job and what job you are applying for; 2nd paragraph-tell why you are the best candidate for the job; 3rd paragraph-ask for interview and tell how you can be contacted.  For all jobs, you will be responding to an ad in the Post Standard.

If you are applying for the position of CEO, you must address your cover letter to me –

Mrs. Nicole Swete

5201 W. Genesee Street

Camillus, NY 13031

If you are applying for any other positions, you will address the letter to our fictitious Human Resource Director, Mrs. Sandra Jones at Company A to F (dependent upon the job), 5201 W. Genesee Street, Camillus, NY 13031.

Company A – Accounting Firm

CEO – oversee the workings of a busy accounting firm.  Must be able to demonstrate leadership and authority but be rational and calm at all times.  Must be able to delegate to others and be encouraging of others.

CFO – this individual is responsible for overseeing the finances of this busy accounting firm.  Be good with numbers and able to provide accurate financial information when requested.

Human Resource Director – in charge of hiring, training, evaluating, promoting, and firing individuals for this business.  Learn from your supervisor what to look for in the best candidates and be willing to make difficult decisions on promotions and employment.
Accountant – individual must have a four-year accounting degree to apply for this position.  A basic understanding of accounts receivable sand payables would be helpful.

Accounting clerk – oversee the accounts receivables of this business.  You must have some basic accounting knowledge and be willing to input the date-to-day transactions of credit from the customers of our biggest clients.

Company B – Marketing Firm

CEO – oversee the workings of a marketing firm.  Must be able to demonstrate leadership and authority but be rational and calm at all times.  Must be able to delegate to others and be encouraging of others.

Human Resource Director – responsible for hiring, training, evaluating, promoting and firing individuals for this business.  Must be willing to make difficult decisions on promotions and demotions.

Marketing Specialist – individual who is familiar with meeting with clients to determine their needs and find ways to promote them.  Assign work to artists to create marketing campaigns for clients.  Create presentations for clients to view marketing campaign that has been created for them.

Graphic Artist – creative individual needed to create various marketing items for clients attempting to sell various products and services.  Previous experience in the art and marketing field necessary.

Salesperson – recruit various business clients who are interested in marketing various products and services and oversee that they receive the services they seek.  Attempt to keep clients satisfied at various stages in the marketing process.

Company C – Car and Boat Detailing Company

Owner – of a car and boat detailing business.  Business does mostly detailing of cars and boats that owners are trying to sell.  They work for several used car dealerships and also do work for individuals.  Be able to demonstrate leadership and authority but be rational and calm at all times.  Must be able to delegate to others and be encouraging of others.  

Office Manager – oversee the workers who complete the car and boat detailing for the business.  Duties include preparing the weekly work schedule for all employees and pay the insurance, do payroll, and pay other various incidental bills that arise.  Handle all financial transactions for the business.
Car and detailers (3 positions) – clean, vacuum, and polish cars and boats until they sparkle.  Must pay close attention to detail as most of these items are being sold.  Sale price is highly impacted by the appearance of the vehicles.
Company D – Landscaping Company

Owner – of a landscaping business.  Business does mostly residential and some commercial landscaping.  There is one position for this business in the Onondaga Hill area of Syracuse.  Be able to demonstrate leadership and authority but be rational and calm at all times.  Must be able to delegate to others and be encouraging of others.  As this is such a small business, individual must also be in charge of hiring, training, evaluating, promoting, and firing individuals for this business.  Be actively involved in the day-to-day operations.
Office Manager – oversee the secretary and landscapers working for the business.  Prepare the schedule for all employees and pay the insurance and other various incidental bills that arise.  Handle all financial transactions for the business.

Secretary – prepare estimates of jobs for residential and commercial customers.  Handle all written correspondence.  Communicate with customers on various steps in the landscaping process.

Landscaper (2 positions) – must be available to work outside in all weather conditions.  There is extensive digging and placement of plans by hand and machinery to follow plans on residential and commercial landscaping jobs.

Company E – Orthopedic Office

Partner (2 positions) – of a very busy orthopedic business.  Business provides assistance to individuals with orthopedic problems.  Be able to demonstrate leadership and authority but be rational and calm at all times.  Must be able to delegate to others and be encouraging of others.  

Office Manager – oversee the secretarial, doctors, and nursing staff for the office.  This individual must handle the hiring, training, evaluating, promoting, and firing of individuals for this business.  Be actively involved in the day-to-day operations. Prepare the weekly schedule, handle payroll and insurance for the employees.  Also, handle all financial transactions for the business.

Nurse – registered nurse who is available to assist doctors in the treatment of patients with orthopedic issues.  
Secretary – prepare bills for patients, schedule appointments, prepare and submit insurance claims, and greet patients when they arrive.  
Company F – Pool Cleaning Service

Owner – of a pool cleaning service.  The business does mostly cleaning of residential pools during the day.  The employees work in teams.  Be able to demonstrate leadership and authority but be rational and calm at all times.  Must be able to delegate to others and be encouraging of others.  

Office Manager – oversee the teams of workers who do the cleaning of residential pools.  Duties include preparing the weekly work schedule for all employees, pay the insurance, do payroll, and pay other various incidental bills that arise.  Handle all financial transactions for the business.

Cleaning Staff (3 positions) – clean, vacuum, and evaluate and adjust chemical readings on residential pools.  No previous experience necessary.
RESUME
Please type a resume with your actual information.  The heading at the top should include your name, address, and phone number.  Be sure to include an Objective, Education, Employment, Special Skills (if they apply), and Reference comment – “Available upon request.”  Be sure to proofread for errors and print one copy to turn in and one copy for your interview.

