

Ms. Jennie G. Dunn
634 S. First St.
Springfield, PA 19046

Dear Ms. Don:

Thank you for your interest in employment opportunities here at Worldwide Sports Goods for the position of marketing representative, Southern Division. We appreciate your interest in us.

We would like to schedule an interview with you on December 26 at 10 AM to meet with Tom Glass, our Marketing Director. We have reviewed your resume and feel that you are a strong candidate for this position. 

Our benefits include:

Tuition reimbursement
Paid Holidays
401k Plan

If you have any questions, or if the above day and time are not convenient for you, please feel free to call me at (610) 555-1234, ext. 3434 between 7 AM and 5 PM.

Three Weeks Paid Vacation 

As you know, Worldwide is one of the most rapidly growing sporting concerns in the country. We sell all types of sporting goods for the active sportsman and plan a major marketing campaign in preparation for our expansion into the Southern region within the next quarter.



Sincerely,


John  
Personnel Director
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