Dana Warren 
235 E. Pacific Street, Apr. 2B 
San Francisco, CA 94115 
(556) 589-5699 
Dana.Warren@aol.com 
May 13, 2002 
Dr. Daniel Carter 
Dean, General Studies Program 
University of San Francisco 
125 Haight Street, Room 222 
San Francisco, CA  94113 
Dear Dr. Carter: 
Dr. Joan Hoskins mentioned you are currently seeking a Student Services Coordinator and suggested that I contact you.  The position sounds particularly attractive to me since it encompasses my two major interests and strengths, academic advisement and career counseling.  Having recently completed my M.A. in Counseling at San Francisco State I am available for employment immediately. 
While a graduate student at San Francisco State, I served as a career and academic advisor for the Bay Area Summer Enrichment Program (BASEP) which was recently cited by the California legislature for its contributions to the state.  At BASEP, I worked extensively with a varied clientele, including physically challenged, international, and economically disadvantaged students.  My major responsibilities included planning academic programs and conducting career related workshops on topics such as resume writing and job hunting.  In addition, I played a pivotal role in the development of an innovative mentor program which paired corporate executives with academically at risk students. 
I am confident that the combination of my training and experience will enable me to make a valuable contribution to your university, and to assist your student in preparing for their future.  I would welcome the opportunity to meet with you and share more about my background. 
Thank you for your consideration. 
Sincerely, 
Dana Warren
Dana Warren 
 
