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Wendy Gonzalez

August 20, 2004

Mark J. Thompson

Human Resources Department
Midwest Generation
440 S. LaSalle Street
Suite 3500
Chicago, Illinois  60605
(312) 583-6000
Dear Mr. Thompson

Administrative Assistant Clerk # 7891

I have come across your opening position for the title listed above in the Chicago Sun-Times newspaper. I have enclosed a resume along with this cover letter hoping you will accept it and take it in consideration for further review. Midwest Generation has been a very reputable company for many years, and I feel that with a company like yours I can advance not only my career but also contribute to your company growth.

I have worked in the office field, serving my employers with nothing less than professionalism. I am a dedicated team player and feel that the good of the company is for the good of all. I also like to keep customers satisfied with our services with a welcoming greeting and a smile. My multitasking abilities are far above average; I am willing and able to complete many task simultaneously and get the job done right.  

I hope the few details that I have given you will prove to be sufficient for my consideration for employment with your company. I will await your reply and earnestly hope for an interview so I can further detail my qualifications. Please contact me at your convenience, at my home phone number: (773) 235-0498
Sincerely 

Wendy Gonzalez

Enclosure

1234 S. Racine Chicago, Il 60697
Home: (773) 235-0498 E-mail: wendy_gz2020@aol.com


