
19911 367 Avenue

St. Lawrence, SD  57373



Chris Petersen, Director, Division of Administration 

Department of Game, Fish & Parks
523 East Capitol Avenue

Pierre, South Dakota 57501

February 9, 2007
Ms. Petersen,

I am writing in application for the Administrative Secretary Position #E06-0030 with the Department of Game, Fish and Parks.  I heard about this position opening from…
During the over six years of experience I have in a church office, I worked with the Microsoft Office Suite, including Word, Excel, and Publisher.  (If you know anything about PowerPoint, you should put that in too).  As my resume shows, I have experience writing church bulletins and newsletters.  This will be helpful with correspondence for the Game, Fish, and Parks Commission.
My current positions require skills in working with the public and mathematical and accounting skills.  I have also gained experience in creating weekly and monthly financial reports.  These positions require me to get things done in a timely manner, while providing excellent customer service to customers.  I work well with others and look forward to being a part of your team.
I have enclosed a copy of my resume which you will find very fitting for the qualifications that you are looking for.  Thank you for considering me for this position.  Please contact me for an interview so that I can clarify any questions you may have.  

Sincerely
Nanette Christiansen

Enclosure





























































































