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Job Seeker 543 North Street, Little Rock, AR 72582 479-521-6520 | [email protected] | linkedin.com/in/jobseeker August 3, 20xx Human Resources 222 Administrative Building 1 University of Arkansas Fayetteville, AR 72701 Dear Search Committee Members, As I read through the job listing on your website I was ecstatic that I found the perfect match. Because experimental learning is my passion, I am eager to demonstrate that I am the ideal candidate for the program coordinator position in the Career Development Center. YOU SEEK… Bachelor’s degree with a major in psychology and sociology or related field



AND I HAVE… Bachelor of Arts with a double major in psychology and history



Experience in program administration



Implemented a marketing strategy for an educational institution; coordinated staffing for experimental learning programs for corporate managers



One year in higher education environment



One year as a Community Relations Coordinator for an extended university campus in Tulsa



Computer skills



Degree candidate for Master of Arts in Computer Information Management



Small group facilitation skills



Two years of small group instruction and facilitation within an intense leadership and skills experimental learning program



Public speaking skills



Addressed Rotary Club on benefits of international study experience; provided continuous presentations of safety and expectations to corporate clients.



As you can see, I am eager to take on this challenge and join the team in the Career Development Center and would welcome the opportunity to further discuss my qualifications for this position. I look forward to meeting with you soon. Sincerely, Job Seeker
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