John Sample

Flat 4B, 21/FL, Hills Mansion
123 Tai Tam Street, Homantin
Hong Kong
johnsample@ggmail.com 9876-5432

Tom Davis

Geo Entertainments Ltd.

Unit 35, Science Park Building
345 Harbour Road

Hong Kong

Re: Simulation Graphics Internship
Dear Mr. Davis,

Your company’s advertisement posted on JIJIS about a simulation graphics internship
position caught my attention. I am a second year applied sciences student at The City
University of Hong Kong. My interests and specialization in the area of computer
graphics in the entertainment industry make me a good candidate for the position.

Paragraph 1
e ldentify internship source
e Use specific internship title
e Present your background
e Whoever is reading your letter will be also reading hundreds of others. Try to
present yourself in such a way that will make you catch his or her attention!
Make it brief.

The position requires skills in the areas of animation graphics and game conception.
In my second year project, together with three other students, we designed a game in
which the players can co-design the appearance and the movements of a pet animal on
the Internet. The project involves knowledge in software in animation graphics as
well as in Internet database sharing which | possess. Further, | played an active role in
coordinating the input from the three other members of our team from the initial
conception stage to its testing and implementation.

Paragraph 2
e Use keywords and specific terms
o Relate abilities and accomplishment to internship
e Use specific examples
e Do not brag about your abilities or accomplishment. A succinct description of
your abilities and work will serve the purpose


mailto:johnsample@ggmail.com

I understand it is your company’s commitment to use internship positions to train
individuals who wish to embark their career in the computer entertainment industry.
My major in the applied sciences and my solid experience will be an asset to your
program. | am certain | will greatly benefit from working together with your
professional team.

Paragraph 3
e State how you may benefit the company
e State how you may benefit from the internship
e Consider including other skills or knowledge that you have that may also
benefit the company

Please find my resume attached for further reference. | look forward to an interview
scheduled at a time that is convenient to you. | can be reached during the day at 9876-
5432. In the evenings, please call me at 5432-9876.

Paragraph 4
e Request attention to your resume
e Request meeting or interview
e Provide contact information and time preference (if appropriate)

Sincerely,

John Sample



