849 N. Main Street
Ada, OH 45810
January 10, 2xxx

Director of College Recruiting
ABC Corporation
4500 Randolf Drive
Chicago, IL 60601


Dear Director:

Having read about ABC Corporation, I would like to inquire about employment opportunities within your management training program. I hope to find a trainee position with a major corporation as I am planning to relocate to the Chicago area after graduation.

In May 20xx, I will receive my Bachelor of Science in Business Administration with a major in International Business and Economics. My interest in business started in Junior Achievement while in high school and developed further through positions in a variety of business environments during college. My internship with the marketing department of XYZ Company convinced me to pursue a career in business management. As you can see from my enclosed resume, my education and experience seem to match the qualifications you seek in your management trainees, and my experience gives me confidence in my career direction and in my ability to perform competently.

When I researched employers which offer management training programs, ABC Corporation emerged as being one of the best. I was impressed to learn that your program rotates trainees through every department in the organization and that a mentor is assigned to each trainee and meets with the trainee at prescribed intervals.

I am very interested in talking with you further about possible employment opportunities with ABC Corporation. I will be visiting Chicago during my spring break, March 1- 7, 20xx. I would like to plan to meet with you to discuss my candidacy for the training program. I will call you in the next few days to see if we can arrange a meeting time that is mutually convenient.

Thank you very much for considering my request. I look forward to talking with you.

Sincerely yours,

Craig Watson
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