Example of a student presentation letter
Montreal, May 12 2001

M. Claude Simoneau

3454, Edgard Boulevard,

Montreal, QC.

My teacher, Mme Joanne Tanguay, advise me to get in touch with you in order to offer you my services as a desk clerk for the summer. 

I am confident that I can assiduously carry out the responsibilities of this job for your firm. I am a very calm person and am also very effective. I am very quick and at ease on the computer. Furthermore, I am bilingual.

I am available to start full time as soon as May 30th.

I thank you for the attention you will put on my candidacy, sincerely

Manon Bertrand

123, Avenue Duparc

Pointe Aux-Trembles
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