
 

     Example Cover Letter #1 

  Jane Smith 
1234 Western Dr.  
Kalamazoo, MI 49009 

 
March 17, 2009 

 
Bob Brown 
Access Medical, LLC  
P.O. Box 50986 
Kalamazoo, MI 49005 

 
Dear Mr. Brown: 

 
I am currently a student at Western Michigan University studying Sales and Business Marking and as I was researching 
internships on BroncoJOBS I discovered the internship at your company. Based upon the description and qualifications 
listed and what I have learned from Jane Baker at the WMU internship panel, I am writing to express my interest in the 
position. I have always been very attracted to a sales and business marketing career and I also have a strong calling for 
helping people. Access Medical’s commitment to meeting the needs of patients and caregivers, along with my interest in a 
sales and marketing focused internship makes a great combination that will benefit your company. Additionally my self-
motivation and strong work ethic would be an asset to Access Medical. 

 
I pride myself on being a self-motivated individual in all areas of my life. One area I concentrate on most is learning new 
things, as demonstrated by my recent membership in my school’s yearbook. After working on the staff for a few months, 
my advisor asked if I would be willing and ready to be the yearbook’s Editor-in-Chief. It was a big challenge to take on but 
I was extremely excited to be in charge of learning the new applications and putting them to use along with teaching them 
to the other staff members. I transitioned from general work to learning to use Adobe In-Design and Adobe Photoshop, 
which made me feel both very accomplished and proud. This inherent quality to learn new things would be beneficial to 
Access Medical in learning the operations of a durable medical equipment company. 

 
Another characteristic I have grown up with is my strong work ethic. Since the age of 15 I have made it a priority to hold a 
steady job because I value work and performance. Through the jobs I have held, my strong work ethic and dedication 
helped me to receive two promotions to lead positions. I have also geared my strong work ethic to excelling in my 
education. I have been invited and inducted into two Greek honors organizations in my time at Western because of my 
outstanding grade point and interest in the University. I strive to continue utilizing my strong work ethic for the rest of my 
life and would love for my next opportunity to be with your company, so I can dedicate this work ethic to the sales and 
marketing of your products. 

 
I am confident that my professional and educational background complemented by my strong work ethic and self 
motivation would be a great asset to Access Medical. Although the attached resume outlines my accomplishments, a 
personal interview would be the only way to fully illustrate why I am an excellent fit for the position. Thank you for your 
time and consideration. I look forward to speaking with you soon. 

 
Sincerely,  

Jane Smith 
Jane Smith 


