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April 29, 20xx 
 
Human Resources Department 
Rodale, Inc. 
33 East Minor Street 
Emmaus, PA 18098 
 
Dear Human Resources Representative: 

 
Please accept my credentials as application for the Editorial Assistant position for the 
Women’s Health Books department (Job number: GO 02-032) of Rodale Publishing I 
believe I am the ideal candidate for this opportunity and am ready to jump into the 
position, taking all tasks head-on with interest and excitement.  My Bachelor’s degree in 
Communications from St. Bonaventure University, coupled with my detail-oriented nature 
and proven organizational, writing and editing skills will allow me to make immediate 
contributions to your department.  
 
As the Features Editor of our University’s weekly campus newspaper, !"#$%&'()#'*+,#, I 
am skilled in meeting deadlines under pressure and delegating responsibilities while 
fostering an environment of teamwork. I demonstrate excellent proofreading, editing and 
layout and design abilities and take great pride in knowing the articles under my 
responsibility are accurate and informative. I have also been a contributing writer of 
weekly stories and editorials 
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March 27, 20xx 

 

First Name Last Name 
Director of Human Resources 
ABC Enterprises 
Tucson, AZ  85641 

Dear Director of Human Resources: 

In May of this year I will graduate from St. Bonaventure University with a bachelor’s degree in 
Communications.  My willingness to work hard is evident from the fact that I have held a part-time 
professional position concurrent with my studies.  In addition, I have completed over 400 
professionally relevant internship hours.  As a result, I believe I have developed a realistic view of the 
demands, expectations and challenges of the business world. 

I would welcome the opportunity to discuss opportunities with your company.  My energy, 
organizational and technical abilities, and overall professionalism along with my demonstrated ability 
to work independently, as well as in a team dynamic, to achieve organizational goals will allow me to 
make an immediate impact.  I have always been able to establish and maintain excellent relationships 
with co-workers and customers at all levels. A snapshot of my professional skills includes the 
following: 

• Client relations, research and website development strengths gained as a marketing intern for 
the Greater Olean Economic Development Organization 

• Excellent writing abilities as evidenced through the development of weekly press releases for 
the University’s Office of Marketing and Communications 

• Leadership experience gained through executive roles with two prominent campus 
organizations 

• Public speaking and presentation skills developed through 3 years as a Student Ambassador 
for the Office of Admissions 

Please consider me a serious candidate for a position with our company.  I look forward to a personal 
meeting so that I can provide additional information on how I will add value to your organization.  
Thank you for your consideration. 

Sincerely, 

 

First and Last Name  






