A sample cover letter for meeting planning specialist job.
Given below is a sample meeting planning specialist resume cover letter. If you are applying for a meeting planning specialist job, don't forget to send such cover letter with it.

MARTHA KLINGMAN
123, Park evenue
Boston, MA, 02123
(123) 456-7890 



September 23rd 2008

Ms. Sally Cook
Zeus SSI, Inc.
447, East Street
San Francisco, CA 95995

Dear Ms. Cook,

Through your recent notice on the Internet, I learned of your opening for the position of Meeting Planning Specialist. I am submitting my resume in application for this position. 

My experience in public relations is quite extensive, and includes planning an annual convention for Prefab Buildings, Inc., in Clemson, SC. During several years of teaching communication at the college level, I have taught courses including Interpersonal Communication, Journalism, Public Speaking and Public Relations Campaign Studies. An entrepreneur, I also am the founder of a burgeoning desktop publishing business, Communications Plus, which fully utilizes my IBM computer skills and knowledge. In my DTP business, I counsel clients on how to most effectively focus their public relations efforts and produce the necessary documents for them. I am skilled in WordPerfect 7.0, Microsoft Word 97, Excel, Access, Photoshop and other desktop publishing software. 

Please refer to my enclosed resume, which further substantiates my qualifications, education and experience. I have also listed my references as you requested. 

A former Sandy Springs resident, I will be available to visit Norcross to more fully discuss with you my career possibilities with SSI at any time. I will call you the middle of next week if we haven't yet spoken. 

Respectfully, 

Martha Klingman 

Enclosure: Resume 

