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STUDENT AFFAIRS - Example Cover Letter (from analyzed JD)
September 30, 20X X

NAME, Director
Office of Academic Advising, College of Arts & Sciences
ABC University

Dear Ms. NAME:

I am applying for the Academic Advisor, College of Arts & Sciences, ABC University as listed
on your institution’s website. I recently completed my Ph.D. in Comparative Literature, and for
the past six years I have worked as an advisor, teacher and researcher in higher education.
Briefly, my background includes:

e Expertise providing advisory services to undergraduate students in humanities programs,
supporting their academic success.

e Experience collaborating productively with faculty and administrators in planning and
implementing curricula.

e Successful development, marketing and delivery of student services.

e Strong organizational skills, detail orientation, effective and accurate record keeping.

I facilitate students’ development by building tailored, engaging, informational and interactive
programs and advising them in one-on-one settings. In my current position as a Lecturer with YYY
University’s Department of Literature and Language, I work with a diverse student population,
including a signficant number of first generation and low-income students. I organize lectures
while mentoring several graduate student assistants. I also contribute to the growth and planning
initiatives for two undergraduate student organizations as a faculty advisor.

My work has given me experience partnering with student services departments and colleagues.
At the Unmiversity of XXX, I helped coordinate events such as the “Graduate’s Guide to Funding”
which connected the Center for Research and Fellowships with doctoral students in all
disciplines. I also served as the Secretary for the Graduate Literature Association supporting
humanities students and promoting opportunities for engagement.

My goals include working in a public university setting that supports high-quality student affairs
programs, and I am interested in relocating to the Boston area. As the Academic Advisor, College
of Arts and Sciences, I would be enthusiastic about assisting ABC University students to explore
their options, plan for their future, and make the most of their academic programs.

I have attached a current resume for your review. I will be in the area during late October and
would appreciate an opportunity to meet in person regarding the open position with your
department. Please feel free to contact me by email or by phone at (000) 000-0000 if you would
like more information.

Sincerely,

Candidate’s name



