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May 28, 1999 


Mary Jane Trevino-Garcia

May 26, 1999

1802 Falcon Drive • portland, TX • 78374

Phone: 361-643-7625 • Email: Mjgarcia@usa.net
Dear Personnel Director:
     I am currently seeking a position as an Convention Services Manager, and I would like to call your attention to the areas of skill and specialization in my background.  I am VERY interested in pursuing a position offering opportunities for professional and educational growth and advancement based on a superior job performance. 

     I am an immensely motivated achiever who specializes in innovative strategic operational plans for maximum efficiency. I provide strong leadership, communication, and support training skills.

     Additionally, I offer exceptional working knowledge of Assessment & Planning Implementation Methodologies as well as an efficient knowledge of Managing and Allocating Resources and Budgeting and Finance Planning. I am a dedicated, compassionate professional with the ability to maintain communication and management of complex tasks.

     For your consideration, I have enclosed a resume that more completely describes my education and experience. At your convenience, I would like to discuss my qualifications with you.
Sincerely,
Mary Jane Trevino-Garcia

