Michelle A. Jones
422 Powhatan Avenue, Apt. b3.

jtj001@virginia.edu                             

Norfolk, VA 23598                                                                                          757-555-4550
April 29, 2008
Human Resources Department

Rodale, Inc.

33 East Minor Street

Emmaus, PA 18098

Dear Sir or Madam:

Through reading Rodale’s mission, “to show people how they can use the power of their bodies and minds to make their lives better”, I realized your company has an environment unlike most other publishing companies and that positive, inspiring environment is one I would like to be a part of. I am the ideal candidate for the Editorial Assistant position for the Women’s Health Books department (Job number: GO 02-032). My skills and experiences have given me the background necessary to jump into the position, taking all tasks head-on with interest and excitement. In the position of Editorial Assistant, I would contribute my detail-oriented nature and my organizational skills to assist in the smooth operation of the office. 

I have demonstrated these skills in my position as an Editor of the Cavalier Daily at the University of Virginia, where they have been vital to the efficient turnout of the newspaper. My careful attention ensures that all parts of the features for which I am responsible are accurate and newsworthy. My organizational skills are essential for making deadlines and delegating responsibilities while fostering an environment of teamwork.. I would use these skills to their full potential in the Editorial Assistant position to proofread and polish each piece of writing to the quality expected of Rodale.

My experiences within the Writing Program as an English major have equipped me with the proofreading, editing and writing skills necessary to do this job well. As I edit stories for the Cavalier Daily, I proofread and edit a wide variety of materials before adding them to the layout. I take great pride in knowing they are accurate and informative. I have also written portions of stories myself, in addition to editorials and layout responsibilities. Working at the Cavalier Daily has also reinforced my skills and knowledge of writing as I am constantly exposed to different styles and their guidelines and intricacies. As an English major, my writing courses have been my favorite classes, and I have found I truly enjoy proofreading and editing for friends and classmates. Reading their papers, projects, etc. has exposed me to a variety of writing styles and stylistic problems. Helping them figure out the best way to make their points becomes an engaging problem-solving activity for me, and I get great satisfaction from working with them to find a solution.

I am highly interested in learning more about the publishing industry and I am enthusiastic about joining the Rodale team. As Editorial Assistant, my skills and experiences would be an asset to the Women’s Health Book department. Thank you for your time, and I look forward to speaking with you soon.

Sincerely,

Dawn Claiborne 

