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Jane L. Williams
1234 Oak Street
Atlanta, GA 30303
(404) 555-1234
janewilliams@gmail.com
[Date]
Hiring Manager's Name
[Company/Organization Name]
[Company Address]
[City, State ZIP Code]
Dear [Hiring Manager's Name],
I am writing to express my interest in the [specific position or internship] at [Company/Organization Name] as advertised [where you found the job posting]. With a Bachelor of Arts in Psychology from Spelman College and a strong foundation in research, community engagement, and program coordination, I am excited about the opportunity to contribute to your team and make a meaningful impact.
During my time at Spelman College, I gained valuable experience as a Research Intern at Emory University, where I contributed to psychological studies on cognitive development. My role involved conducting literature reviews, managing participant recruitment, and presenting research findings at academic conferences. This experience honed my analytical and organizational skills and deepened my passion for research and understanding human behavior.
In addition to my academic achievements, I have demonstrated my commitment to community service through my work with United Way of Greater Atlanta. As a Program Assistant, I coordinated volunteer efforts for local education initiatives and managed social media campaigns that significantly increased public engagement. These experiences have equipped me with strong communication skills and a collaborative mindset, both of which I am eager to bring to your team.
I am particularly drawn to [Company/Organization Name] because of [specific reason related to the company's mission, values, or projects]. I am confident that my background in psychology, combined with my dedication to [specific field or cause relevant to the job], would make me a valuable asset to your organization.
Thank you for considering my application. I would welcome the opportunity to further discuss how my skills and experiences align with the needs of your team. I am available for an interview at your convenience and can be reached at (404) 555-1234 or via email at janewilliams@gmail.com. I look forward to the possibility of contributing to [Company/Organization Name] and am excited about the opportunity to grow professionally within your organization.
Sincerely,
Jane L. Williams
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