Jessica Thompson
Email: jessica.thompson@example.com

November 4, 2025

Mr. Samuel Wright
Director of Human Resources
Greenwood University
Greenwood, IN

Dear Mr. Wright,,
I am writing to express my interest in the University Administrator position at Greenwood University, as advertised on your careers page. With over five years of experience in academic administration and a strong commitment to fostering an inclusive educational environment, I am excited about the opportunity to contribute to your esteemed institution.
In my previous role at Riverside Community College, I successfully managed a variety of administrative functions, including scheduling, budgeting, and student services. I have developed strong organizational skills and an ability to work collaboratively with faculty, staff, and students to ensure operational excellence. My experience in implementing process improvements has resulted in increased efficiency and enhanced student satisfaction.
I am particularly drawn to this position at Greenwood University due to your commitment to innovation and community engagement. I am passionate about creating supportive environments that empower students to succeed academically and personally. I am eager to bring my proactive approach and dedication to excellence to your team.
I would welcome the opportunity to discuss how my skills and experiences align with the goals of Greenwood University. Thank you for considering my application. I look forward to the possibility of contributing to your team and am excited to hear from you soon.
Sincerely,,


Jessica Thompson
