Krista J. Johnson

317 Wright Avenue

352.555. 4444 Orangeville, FL

Dear Ms. Newsome: 

Iam currently employed as an assistant to the Administrative Assistant at Over Achievers Sales/Service in Gainesville, Florida.  My job is to aid in inventory control, tracking invoices and bookkeeping.  I have exzellent computer skills and interact well with clients.  I believe that my skills in sales, service and motivasion will benefit Big Company, Inc.

I am applying for the position of senior clerk that was advertised in the Sunday edition of the Jacksonville Times edition.  My reasume is enclosed.  

Sincerely,

Krista Johnson

Enclosure

