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September 1, 20XX

District Attorney’s Association
ATTN: Human Resources
100 Anywhere Street, Suite 300
Boston, MA 02114

Dear Hiring Committee,

I am writing to apply for the Administrative Assistant/Conference Planner position that was

posted on Handshake. This position is the perfect fit for my event planning experience and

interest in law.

As you can see from my enclosed resume, I was an active member of the Student Government

Association for three years. During my senior year, I chaired the Senior Soiree committee. In

this role, I planned and led weekly committee meetings, coordinated and conducted outreach to

nearby hotels to ultimately select a hotel to hold the event, negotiated contractual arrangements

with vendors, printed invitations, and sold tickets. Not only did the event stay within its budget,

we had a record number of students attend.

In addition, during my time as a server at Gram’s Restaurant, I was recognized for my friendly

attitude and excellent customer service; two important qualities to uphold when you are planning

events, meetings, and providing support to a busy staff. In addition, I was quickly given new

responsibilities and trained five employees on restaurant procedures and protocol.

I feel confident that my previous experiences paired with my interests and passion for law and

event planning compliment the Administrative Assistant/Conference Planner you seek. Thank

you for your time and consideration. I look forward to having the opportunity to learn more about

the Massachusetts District Attorney’s Association and to further describe my qualifications.

Sincerely,

Firstname Lastname


