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Keisha Bingham

148 Homer St.

Indiana, PA 15701

March 15, 2007
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Clara Taylor, Camp Director

Missionary Baptist Church

433 Lehner Ave.

Fort Wayne, IN 46802

Dear Miss Taylor:

I am completing my junior year in high school. My friend, Kayla Warner, who is a member of your church, mentioned that Camp Wawasee always needs summer help. I am interested in applying for a job as a counselor this summer.


For the past two summers, I have worked as a full-time babysitter for Mr. and Mrs. Joseph Adams, a couple with four children, now ages five, seven, eight, and eleven. I have also volunteered in the Sunday School at Grace Baptist Church helping with crafts. 

In my paid and volunteer positions, I was responsible for caring for and supervising young children. My future goal is to become a school psychologist, so working at the camp would fit with my interests and career plans. I have taken courses in child care and child development.

I can supply letters of recommendation from Mr. and Mrs. Adams and from Grace Sanderson, my supervisor at the Sunday School. You may contact me at the address above, by email at Keishabingham@localmail.com, or by phone at (724) 555-1239. Thank you for considering my application.


Sincerely,



Keisha Bingham
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The opening introduces the writer and the purpose of the letter.
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The closing thanks the reader, states contact info, and makes a request.





The middle paragraphs discuss background and qualifications.
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