First Name Last Name
1415 W. Wisconsin Ave • Milwaukee, WI 53233 • 414-288-7423 • firstname.lastname@marquette.edu
February xx, 20xx
Ms. Patricia Davis
Vice President of Sales, National Firm
123 Technology Drive
Milwaukee, WI 53212
Dear Ms. Davis:
I am reaching out to you today to be considered for the Proposal Writer role, which I learned about through your posting on Marquette University’s Handshake system. This May I will be graduating from Marquette University with a degree in Writing Intensive English. I feel that National Firm would be the ideal place to apply my writing skills to a business setting. The following examples demonstrate how my educational background and professional experience make me an exceptional candidate for this position.
While working as a Peer Tutor at the Ott Writing Center, I partnered with students across all majors to achieve their writing goals. Being able to switch from creative prose to explaining how semiconductors work in a matter of minutes enhanced my ability to switch tasks quickly and work in a dynamic and often ambiguous environment. Additionally, as part of this role, I successfully completed advanced training in editing and listening. All of these skills will help me effectively compose proposals for National Firm.
Furthermore, in my current role as a Communications Intern at Assurant Health, I craft a variety of written materials including product guides for customers and internal memorandums for the company. These projects require me to work collaboratively with representatives from the legal, sales and public relations teams to turn thoughts into final products. For each project, I listen to each department’s requirements, synthesize this information into written form, and organize it into an aesthetically pleasing format.
These experiences have taught me value of teamwork, flexibility and attention to detail, and I hope they will convince you to learn more about me in an interview. Additional details regarding my qualifications can be found in the attached resume. I can be reached on my cell phone at (414) 288-7423 or via email at firstname.lastname@marquette.edu. I will call to follow up on this letter within the next week. Thank you for considering me for this position. I look forward to hearing from you soon.
Sincerely,
First Name Last Name
