Missy Smith
101 Any Street
Hazard, Kentucky 41701
March 15, 2016

Ms. Janie Hackney
EKCEP, Inc.
412 Roy Campbell Drive, Suite 100
Hazard, Kentucky 41701

Dear Ms. Hackney, 
I learned of this position through an ad posted on the internet for a Success Coach.  I am interested in this position with your agency.   I feel that I am well qualified for this job. I am enclosing a copy of my resume for you to review. 
I have completed several field placements through my Human Services Bachelor Degree Program with Lindsey Wilson College.  During these field placements, I had the opportunity to work with students in a variety of areas relating to this position.  I am familiar with resume writing, cover letters, dressing for success, and interview skills.  I have had the opportunity to coach students in these areas of job skills during my work with Helen Brunty, HCTC Career and Transfer Counselor.  I have also assisted Mrs. Brunty in workshop presentations on these subjects.
I have also received training on the ACT Profile, a free online career assessment and information program.   The ACT Profile has assessments for one’s interests, abilities, and values.  Once completed, these assessments will direct the participant toward occupations that would be suited to them, according to their answers.  They can then explore these career directions and learn of the tasks, outlook, salary and educational requirements. 
In another field placement I worked directly with clients and their case managers.  I learned to identify client needs and then referred them to the agencies that could meet those needs. I am very familiar with agencies and services available within the county and region. 
[bookmark: h.gjdgxs]I hope you will give me the opportunity to prove my qualifications for this position by granting me an opportunity to interview.  I appreciate your time and consideration.

Sincerely,

[bookmark: _GoBack]Missy Smith

