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August 20, 2004

Trilogy, Inc.

Human Resources Dept.

1400 West Greenleaf Avenue

Chicago, Illinois  60626

Dear Sir or Madam:

I am writing in response to your advertisement in the Chicago Reader for a receptionist.  I believe that my skills and qualifications are exactly what you are seeking.

During the last year I have successfully completed a certificate program in Office Technology at West Side Technical Institute and as the enclosed résumé states, I am proficient in various Microsoft software and office procedures necessary in the proper operation of a reception area.  I am detail oriented and enthusiastic, and I work well with others.

I am available at a time convenient to you.  I am looking forward to meeting with you.  Please feel free to contact me.  I can be reached at 312-948-9039 or my e-mail address is rmanthey56@sbcglobal.net
Sincerely,

Robert C. Manthey

Enclosure




Robert C. Manthey                                                 


1827 S. Racine Avenue


Chicago, IL  60608








� HYPERLINK "rmanthey56@sbsglobal.net" ��rmanthey56@sbsglobal.net�
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