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Carmen Rivera

333 West 33th Street

Seattle, WA 67203

206.322.7690

January 18, 2001 

Mr. David Smith, CEO

Porter's Manufacturing Company

1814 North Seneca

Wichita, KS  67204

Dear Mr. Smith:

Thank you for considering me for the position of Project Supervisor at Porter's Manufacturing.  During the interview, I appreciated the opportunity to ask questions about the position.  The tour of the manufacturing plant, as well as the office, helped me to understand the scope of your company.

I especially found it helpful to know that your company has many customers from Japan who frequently visit the plant.  As my college transcript and resume indicates, I have taken a course in Japanese.  Additionally, my college roommate was from Japan, and I spent three summers visiting her home.  I know some conversational Japanese and understand many Japanese customs.

I would enjoy using this knowledge and assisting in this area.

You can be assured that I am ready to supervise the engineering staff at Porter's Manufacturing as I have successfully supervised three people in my present position for the last two years.  I look forward to hearing from you.

Sincerely,

Carmen Rivera

Hector Gonzales

3213  54th Avenue South

Great Falls, MT  59405

395.544.6723

January 25, 2001

Ms. Patricia Arnold, Supervising Engineer

United Chemical Products

PO Box 2021

Great Falls, MT  59403

Dear Ms. Arnold:

Thank you for interviewing me for the engineering position in the regulations section of your computer department.

I enjoyed meeting you very much.  

After considering your description of staff responsibilities, I feel that I have the qualifications for several of the positions.  In addition to my computer graphics background, I have experience working with computer-aided design.  For six years during high school and college, I worked as an intern at an electrical engineering company.

I would appreciate being considered for a position should a vacancy become available in the future.  I particularly

liked the cooperative working environment at your company and the challenge it would provide to my career.  To be specific, I would like to work for United Chemical Products in its computer graphics department.  

If you find that you need additional information regarding my qualifications, please let me know.  

Sincerely,

Hector Gonzales
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