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[#1] KRERSERE
123 Smith Lane
Jonesville, SC 98175
June 1, 1993
Ms. Ann Smith
Director, Personnel
ABC Insurance
81 Albany Towere Suite 12
Smithville, ST 12345
Dear Ms. Smith;
The ABC Insurance employment ad on page 16 of the May
30, 1993 issue of the Sunday Republican has attracted my imme-
diate interest. Because I believe that I am quélified for the execu-
tive secretarial position in your Medical Claims Departmeht y I am
sending you a copy of my resume.
My shorthand rate is 100 wpm; and my typewriting rate is
50 wpm. I am experienced in the use of machine dictation and
transcription equipment. I am also thoroughly familiar with the

.7.



use of electronic computers.

As you can see from the attached resume, I am currently
employed as Medical Office Man'ager for Dr. Helen P. Thornton
who is retiring from practice at the end of July. I believe that the
experience gained in this position would be quite useful in medi-
cal claims work.

I look forward to a personal interview at your convenience,
if you decide to follow up on this initial application. ABC Insur-
ance is indeed a fine company—one for which I know I would en-

joy working.

Sincerely yours,

Card C. Mannington
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Resume
Personal Information
Name: Card Conners Mannington
Home Address: 123 Smith Lane
Jonesville, SC 98175
Telephone: (300) 567—8910
Date of Birth:May 6,1947
Marital Status: Married
Education ;
1958 — 1960 Business Education Dept. , Mason County
Community College, Jonesville, SC 98175
1954 — 1958 Jonesville High School, Jonesville, SC
98175, Diploma
Employment Experience;
October 1974 —present Helen p. Thornton, MD
129 Main Street
Jonesville, SC 98175
Medical Office Manager
June 1965—O0ctober 1974  BR Pharmacenticals
12 Industrial part Drive
Smithville, SC 12345
Secretary to Dr. Kenneth Pre-
ston Group Leader,
June 1960—June 1965 Jonesville Municipal Hospital
Jonesville, SC 98175
Director, Surgical Secretarial
Services 1963—1965
Secretary, Surgical Services
1962—1963



Typist, Business Office 1960
—1962
Special Skills
Medical Stenography
Fluency in French
References

References will be provided on request.
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