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Dear Mr Pidlak:

I am submitting my resume to your company for consideration
as an entry level Computer Programmer. I am graduating this
month from The Computer Prutessing Institute and would appreciate
an opportunity to have my unigque gualifications examined.

I am a hard work.ng conscious/individual. While attending
srhool full time and madtntaininosa 4.0 average I also work part
time at Brooks Pharmacy. In addition to my extensive background in
dealing with people both manufacturing and retail management
I also have had a lot of interface with Data Processing
Departments in developing and maintaining software. I have a general
interest in computers. I have taught myself how to use many PC
software programs including Lotus 1 2 3,GFA Basic 3.0,and Word
Writer St.

I would greatly appreciate the opportunity to meet with you
to discuss your requirements and my gqualifications. Please feel
free to contact me directly at (

I look forward to speaking with you.

Sincerely,
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| am pleased to respond to your ad in regards to your_L .zﬁf\’?’:‘\%-_,‘.‘.‘.«.« LS. ({Q\‘ﬁ" position.

| have been employed in the administrative field for over three years and presently holding an
administrative position in West Hartford. | am a young professional seeking a long term / stable
position within an enthusiastic environment where | can utilize my extensive office skills. |
possess great references to back up my experience and | hope to have the opportunity to meet
with someone from your company at your convenience. As for my salary requirements, | am
requesting a yearly salary of =5 K.

Thanking you for your time and response in advance!

Sincerely,
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Proud Father Wishes
To Introduce Son

] em e wFRE

Computer Science
Degree from
Massachusetts Institute
of Technology Will
Complete Master
Degree Summer of °’°81

at University of Washington.
attache =

give you more than a day’ s w
pay!

See Resume
ense YOou that Tod will

ork for a day’s

Res pectfully,
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Hiectrical Engincerin

degree work at Case
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= _* --—— has B.S. degree in
g from MIT will complete master
Western Reserve Spring of *82.
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1 DESCRIBE PROBLEM
(Who, What, Where, When)

(Collect Data)

Pareto Chart

2 VISUALLY OUANTIFY
PROBLEM & OBJECTIVE

3 DOCUMENT CURRENT
PROCESS

< IDENTIFY CUSTOMER/
SUPPLIER RELATIONSHIPS

2

IMPLEMENT TEMPORARY
COUNTERMEASURES

(IF NECESSARY)

DETERMINE CAUSE(S)
(Why Problem is Occurring)

Manpower Methods

P.C. \ \
Board »  «
Yield /

Pareto Chart

! PROPOSE & IMPLEMENT

COUNTERMEASURES
(How To Solve The

Problem)

MONITOR
COUNTERMEASURE
EFFECTIVENESS

OBJECTIVE MET?

CUSTOMER
SATISFIED?

9
ESTABLISH STANDARD
PROCEDURE
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The Power of PowerPoint

PowerPoint presentations are
a staple in the business world
but they are not always used
appropriately. The slides
should enhance our points
rather than be the entire
presentation. Create the
presentation first and then
decide how PowerPoint can
llustrate your point.

The Power of PowerPoint
*Create presentation first

Slides should enhance your
presentation

*Presentation software should
be a tool, not an end In itself
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