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ProgramCenter Manager – Isla Vista:
Supervises & supports Health
ProgramCenter staff, coordinates Teen
Health Advocate Program and
outreach to organizations and
community members, organizes &
facilitates Community Education
series, tracks budget, & provides
necessary reports to Director of
Health Promotion. REQUIRED:
College degree & minimum 3 years
experience in health/educational
setting. PREFERRED: Bilingual
English-Spanish.

Contact Jeremy Meyer at
jeremy.meyer@sbclinics.com or

Lupe Montero at
lupemontero@sbclinics.com

fax to 963-8880

Classic Party Rentals
The Nation’s Leading Party &
Event Rental Company has immed.
opening in new SB Downtown
Showroom.

EVENT ASSOCIATE to work
w/customers on parties & major
events. Assist clients on
development of events over the
phone and as walk-ins into the
showroom. Good clerical/phone
skills necessary. Computer skills req.

Exp. helpful, not necessary.
Competitive benefits package. No
Calls! Email Resume to
rsvpsb@classicpartyrentals.com or
Fax to (805) 566-3599.

The HousingAuthority of the City of Santa Barbara (HACSB) is soliciting
responses to aRequest for Proposal (RFP) for casemanagement and counseling
services. The services provided cover senior, disabled and families in our
various assisted housing programs.

The RFP package is available upon request at the HousingAuthority’s main
office located at 808 Laguna Street in Santa Barbara; by calling the undersigned
at (805) 897-1038; or on our website @ www.hacsb.org.

The RFP due date is Friday, May 23, 2008 at 3:00 PM.

Frank Quezada, Resident Programs Coordinator, Housing Authority of the
City of Santa Barbara.

The HousingAuthority of the City of Santa Barbara (HACSB) is soliciting
responses to a Request for Proposal (RFP). HACSB is soliciting proposals
for payroll services for its Training program benefiting participants in our
various assisted housing programs.

The RFP package is available upon request at the HousingAuthority’s main
office located at 808 Laguna Street in Santa Barbara; by calling the undersigned
at (805) 897-1038; or on its website @ www.hacsb.org.

The RFP due date is Friday, May 23, 2008 at 3:00 PM.

Frank Quezada, Resident Programs Coordinator, Housing Authority of the
City of Santa Barbara.

Request for Proposals
The City of Santa Barbara is soliciting proposals from qualified firms of certified
public accountants to perform revenue examinations for theAirport andWaterfront
Departments. The revenue examinations will be performed to ensure compliance
with percentage rent and revenue reporting requirements of tenants that
lease property from the City. The engagement term would begin July 1,
2008 and last for up to three years. Contact sriedman@SantaBarbaraCA
for additional information.

Now that you’ve put together an atten-
tion-getting resume, you’ll need to write a
cover letter to go with it. The cover letter is
the best approach for introducing yourself,
providing an enticing glimpse of who you
are and giving the reader a reason to
review in greater depth the qualifications
listed on your resume, instead of immedi-
ately tossing it into the trash.The cover let-
ter should display your writing skills and
your ability to be concise.

If an ad details the job description and
the qualifications the organization is seek-
ing, I recommend what’s called a “T” letter,
which uses a two-column approach that
lists the employer’s requirements on the
left, with your qualifications on the right,
matched to each item they’ve spelled out.
Here’s an example from a recent ad in the
Daily Sound:

Bookkeeper

Take the time to analyze the ad, pull out
the requirements, and explain how you’re
a match for what the employer wants. If
you use snail mail, use a white or cream
paper stock to print both your resume and
cover letter.

If the ad doesn’t detail the skills and
experience required but focuses more on

attributes, e.g., “energetic, displays initia-
tive,” then your letter should explain how
you possess those qualities. Using the
example of bookkeeper again, you would
take your strengths and turn them into a
paragraph along with an accomplishment
that might match the attributes indicated. It
might read:

Dear Hiring Manager:
I’m enclosing my resume in response to

your ad for a bookkeeper. I think you’ll find
I’m the energetic, self-motivated worker
you’re seeking. In my current capacity as
bookkeeper for a local non-profit, I devel-
oped a package of statements for our
board of directors that included Excel
spreadsheets as well as a PowerPoint
presentation. I did this on my own initiative,
with approval from our executive director,
to supplement the lengthy narrative
reports the board had traditionally
received. Board members appreciated my
efforts, stating that having the information
in this format made their job much easier.

Kathryn McKee, SPHR, retired as
Senior VP and Region Head of Human
Resources from Standard Chartered
Bank, and is now a local consultant and
author.

Your requirements:
•Accounts Payable/Receivable

•Fund accounting

•Preparation of financial statements

•Assist with audits

•Preparation of payroll using Paychex

My Experience:
•X years with A/P and A/R for non-profits

•Experience w/ non-profit fund accounting

•Prepared all financial statements required
by the Board of Directors

•Prepared work papers and other auditable
documents

•Experience with Paychex

BY KATHRYN McKEE, SPHR
SPECIAL TO THE DAILY SOUND

Writing Your Cover Letter


