Sample Cover Letter

Evan Lee
12345 Stanford Avenue
Irvine, CA 92617

March 7, 20XX

Karen Packard
Recruiting Manager
Enterprise Rent-A-Car
987 Corporation Drive
Irvine, CA 92602

Dear Ms. Packard:

| am a senior majoring in Psychological Science at the University of California, Irvine, and | would like to join the
Enterprise Rent-A-Car team as an Entry-level Management Trainee. After reviewing the job description on
Handshake and the Enterprise website, | know this position is an excellent match for my interest in sales. | would
be excited to bring my enthusiasm to provide the exceptional customer service you pride yourselves in with
each of your clients. | was also excited to learn that the core values at Enterprise, such as service, hard work,
community, and fun align well with my own work values.

| look forward to applying my strong communication and leadership skills in a management training program.
Last year as a Resident Assistant, | worked on a team of 8 members to foster the academic, social, and cultural
programming in the residence hall. In this role | was responsible for the well-being of 50 first-year students
which helped me develop and refine my management skills. This included making the effort to personally get
to know each of my residents by checking in throughout the week to see how they were adjusting to college

life. | would not only share my own personal experiences and advice but also connect them with various people,
offices and resources on campus. It was through this experience that | became aware of my passion for
leadership and teamwork and where | learned the importance of effective interpersonal commmunication. | am
eager to bring these skills as a successful Management Trainee at Enterprise.

| would welcome the opportunity to meet with you and discuss my qualifications in greater detail. Please feel
free to contact me at elee@uci.edu or 949.123.4567. Thank you in advance for your consideration.

Sincerely,

Evan Lee
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Sample Cover Letter

Model Anteater
67890 Campus Drive | Irvine, CA 92697 | anteater@uci.edu

October 1, 20XX

Mark Lewis

Marketing Manager
XYZ, Inc.

54321 Alphabet Circle
Irvine, CA 92604

Dear Mr. Lewis:

| am writing to be considered for the marketing internship | heard about through a fellow classmate and current
Marketing Intern, Zach Jones, at XYZ, Inc. | am a junior at the University of California, Irvine, pursuing a B.A. in
Business Administration with a specialization in Marketing. | am very interested in joining your team and using
my social media and direct marketing knowledge in a cutting-edge company like XYZ, Inc. After reading the
job description and speaking with Zach about his experiences, | am excited about the possibility of helping your
company grow its online presence and social media followers through innovative promotions.

My prior experience makes me a great fit for this position. As the Vice President of Membership for the

UCI Marketing Club, | increased membership this year by 30% using Facebook and Twitter to reach out to
students across the campus. | was successful in doing this by posting videos, photos and testimonials of our
past events to showcase the benefits of joining the club. For my project in Marketing Research, | analyzed
the marketing campaigns of several of the employers who recruit on our campus to see which methods were
most effective for increasing student turnout at their events. Based on these experiences, | have developed a
strong understanding of how to connect with the college age community which | am sure would be helpful to
increasing this target market for XYZ, Inc.

| have included my resume and look forward to talking with you in more detail about how | might contribute to
your team. Please feel free to reach me at anteater@uci.edu or 949.456.7890.

Thank you for your consideration.

Sincerely,

Weodel ntzaten

Model Anteater
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