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Example 2 10 Logic Lane Loughborough Leicestershire LE11 4XY



Ms K Mitchell Managing Editor Boffin Books Ltd Oxford OX2 6BW



17 November 2004



Dear Ms Mitchell, I am in my final year of a Medieval English and Philosophy degree at Loughborough University and would like to become an editorial assistant at Boffin Books. I have been interested in publishing since editing the school magazine and you will see from the enclosed curriculum vitae that I have had work experience in two publishing houses. I also recently visited Ladybird Books here in Loughborough and gained valuable insights into all aspects of the publishing process, from initial concept and design through to production and marketing. These experiences have confirmed my long-term ambition to work as a commissioning editor and have also stimulated a particular interest in academic publishing. As a result of my degree, I am familiar with many of your publications, and find Boffin's list innovative and exciting. I believe that my work experience and positions of responsibility offer evidence of the organisational skills and adaptability needed in publishing. The high marks I received for both textual criticism and linguistics demonstrate the attention to detail necessary in an editor, and my active involvement in several student societies shows my ability to manage my time efficiently. My work on the re-launch of the student newspaper constantly brought me up against exacting deadlines and also taught me the importance of liaising effectively with others. I use a word-processor for all my notes and essays, and am currently investigating desktop-publishing courses at a nearby college. I hope that the skills and experience outlined above, the additional information in my curriculum vitae, and my enthusiasm for academic publishing will be of interest to you, and I look forward to hearing from you soon. Yours sincerely



MATTHEW JOHNSON
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