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CLEAR – information is concise and easy to read

ORGANIZED – layout has a smooth flow

DYNAMIC – action verbs, descriptive statements

ERROR FREE – illustrates the quality of your work









Congratulations!
You no longer have to use Times New Roman.

In fact, it's not recommended to use that font.

But...make sure your font size isn't 
too small 

or too big.
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IVAN GOODLOW

1000 Any Street, Kennesaw, GA 30144

imaintern@gmail.com | 404-555-6555

June 21, 2017

Ms. Jane Smith

Hiring Manager

ABC Company

2468 Kennesaw Ave.

Kennesaw, GA 30144



Dear Ms. Smith,

I am excited to submit my application for the Administrative Intern position at ABC 

Company, which was posted on your company website. I am an excellent candidate for this 

position based on my professional experience in customer service and marketing and 

educational background in writing and communication, which is covered in the attached 

resume. 

I believe I will exceed your expectations because of  the experiences and skills I will bring to 

the position: 

• EVENT COORDINATION: As the Events Chair for XYZ Group, I have planned 

exceptional events ranging in size from 20-100 guests with creative themes and excellent 

attendance. 

• SOCIAL MEDIA: As the Social Media Chair for (Company, Student Group or Volunteer 

Experience) I worked to create brand awareness by updating social media sites, 

including… 

• WEBSITE DESIGN: In my Introduction to Java course, I worked with a team in 

creating a website for ABC Company to enhance its marketability.



I look forward to learning more about this opportunity and to a more in-depth discussion of  

how my experience can contribute to the success of  ABC Company. Please contact me at 

imaintern@gmail.com or at 555-555-5555 to further discuss the position and my 

qualifications. Thank you for your consideration and I look forward to hearing from you. 

Sincerely,

Ivan Goodlow
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