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Dear Hiring Manager,	Comment by Hoon, James W: If possible, find the recruiter’s name. If you can’t find that, ‘Hiring Manager’ works perfectly fine.

I am writing to express my interest in the Position within the Office at Company. Why do you feel like this is a good fit position for you? What sets this position/company apart from others in this industry? I would love to bring my passion and hard-working mentality to your team.	Comment by Hoon, James W: Example: Given my extensive experience coaching students throughout the college process, coupled with my experience working at Vanderbilt, I believe I’m uniquely qualified for this position. 	Comment by Hoon, James W: Example: Vanderbilt’s unique career development model that utilizes an industry-based coaching model and experiential learning opportunities such as immersive treks stands out as a leader in student career preparation. 

Name a skill that you would like to highlight from your experiences (ideally something mentioned in the job description). Provide an example from your past experiences that showcases this skill. Describe the context of this situation and how you grew from it.  Connect this story/skill to the job that you will be applying for. 	Comment by Hoon, James W: Example: Throughout my professional career, I firmly grounded myself in the empowerment of each individual student to tap into their potential and commit themselves to a life of learning. 	Comment by Hoon, James W: Example: My time advising a diverse caseload of over 1,000 students as a Career Coach with Vanderbilt University helped me hone my coaching and interpersonal communication skills. 	Comment by Hoon, James W: Example: My dedication to student growth and learning will serve me well supporting Vanderbilt students in your office. 

Repeat the above process for two more skills, each with their own paragraph.

I have no doubt that my passion, energy, and innovation will carry over into the Position and look forward to discussing the opportunity to join your team. If you have any questions, please don’t hesitate to email me at Email Address or call me at Phone Number.

Sincerely,

{Signature}

First Name Last Name

