Emily Johnson
Email: emily.johnson@example.com

November 4, 2025

Mr. Smith
Hiring Manager
ABC University
123 College Ave, Anytown, ST 12345

Dear Hiring Manager,,
I am writing to express my interest in the Student Clerical Worker position at ABC University. Currently, I am pursuing my degree in Business Administration and am eager to contribute my skills to your team. My organizational abilities and attention to detail will help me effectively support the administrative needs of your department.
Throughout my academic career, I have developed strong communication and time management skills. In my previous role as a student assistant, I managed schedules, coordinated events, and assisted with data entry. My experience has equipped me with a solid foundation in office procedures and an ability to work collaboratively in a fast-paced environment.
I am particularly excited about the opportunity to work at ABC University. Your commitment to fostering a supportive learning environment aligns with my values, and I am enthusiastic about contributing to the positive experience of fellow students through administrative support. I believe my proactive approach and eagerness to learn will make me a valuable addition to your team.
I would love the opportunity to discuss how my skills and enthusiasm align with the needs of your department. Thank you for considering my application. I look forward to the possibility of contributing to ABC University and am excited about the potential to learn and grow in this role.
Sincerely,,


Emily Johnson
