








Jane Smith
123 Main Street
Bethany, WV 26032

304-829-1111
youremailaddress
 
April 4, 2020
Ms. Firstname Lastname
Title

Crittenton Services, Inc.

206 National Road 
Wheeling, WV 26003 

RE:  Direct Service Worker Position
Dear Ms. Lastname,  

I am writing to inquire about an opportunity to work at Crittenton Services, Inc. as a Direct Service Worker. I currently am a student at Bethany College located in Bethany, West Virginia, pursuing a bachelor of social work degree, and will be graduating next month.  My interest is to find a position that allows me to provide services to children and teens.  

I have recently completed a 500-hour internship at CASA for Children in Moundsville, WV.  I have also successfully completed two 50-hour internships at Wheeling, WV agencies.  The first internship was with Big Brothers and Big Sisters and the second was with Family Service-Upper Ohio Valley.  I was currently employed at Fox Run Mental Hospital as a Mental Health Technician, and before that I worked at the YWCA of Wheeling as a Direct Service Provider.  In the past I have worked at Bethany College’s Office of Student Life and have enjoyed volunteering at the Wheeling Soup Kitchen. I am proficient with database entry, Microsoft Office’s Word and Excel and can assure you that I am able to learn quickly to be an effective member of your organization.  

It would be my pleasure to serve your organization, and I hope to hear from you soon.

Kind regards,
 
[be sure to actually sign the letter!!]

Jane Smith
 
Enclosures:  Resume

