A sample cover letter for stenographer and word processor job.
Given below is a sample stenographer and word processor resume cover letter. If you are applying for a stenographer and word processor 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 Consulting Services
276, West Street
San Francisco, CA 95849

Dear Ms. Cook,

When I saw your advertisement in Sunday's Garland Gazette for an executive secretary, it seemed that you were specifically describing my skills and background. 

As my resume indicates, I am proficient in the most widely used word processing, spreadsheet and graphics software and I take shorthand. Also, my typing speed is 75 words per minute. 

Additionally, I have experience working effectively for several people at one time as well as supporting one person exclusively. I enjoy the challenge of keeping multiple projects running smoothly. 

I would appreciate the opportunity to discuss the executive secretary position with you in the near future. Thank you for your consideration. 

Respectfully yours, 

Martha Klingman 

Enclosure: Resume 

