Debra Nicholson Burbank

3283 Longhorn Drive

Austin, TX 78712

(512) 555-2828

May 15, 2000

Mr. James Jenkins, Training Manager

Department of Human Resources

United Way of New Mexico

12800 Indian School Road

Albuquerque, NM 87112

Dear Mr. Jenkins,


My experience as a teacher and writer qualifies me to fill the position you advertised in the May 14 edition of the Albuquerque Journal for independent contractors to teach business English.


I have had extensive experience teaching writing at various levels, from Remedial Writing to Advanced Expository Prose and Creative Writing-Prose Fiction,  at the University of New Mexico and the University of Albuquerque; additionally, I have taught traditional grammar.


As a University instructor at the University of Texas and elsewhere, I have taught adults exclusively.  I have received excellent evaluations from my students, especially those in Advanced Expository Prose.  When my regular sections filled to capacity, students have asked me to offer independent studies courses in writing and research.

As a professional technical writer, both as an independent contractor and with a local firm, Strategic Communication, Inc., I am qualified to teach technical writing.


I think you’ll agree that a meeting would be both appropriate and mutually beneficial.  Please allow me to call you within the next few weeks to arrange an appointment.


Thank you very much for your consideration.

Sincerely,

Debra Nicholson Burbank
