Academic Advisor Cover Letter

To,

The HR,

XYZ University

USA

3rd June 2014

Sub: Academic Advisor Cover Letter

Dear Sir,

I am writing to you with reference to your advertisement in New York Times, posted on 29th May 2014, for the position of Academic Advisor, in your prestigious institution. I am an experienced academic advisor with proven skills working with variety of students from diverse academic, socio-economic and cultural backgrounds and wish to apply for the said post in your University.

I have been working as an academic advisor since last seven years at ABC University. There I came across variety of students. I have been continuously involved in planning, developing, and conducting individual advising assistance with academic advising, class scheduling, and degree plans. I have a master’s degree in Education and am currently pursuing my PhD in Higher Education. I have strong organizational skills which have been shown through tracking and monitoring multiple students through various semesters as well as developing reports that are submitted to State and Federal Agencies.

I look forward to discuss my background with you further. I am herewith enclosing my resume and other documents with this letter for your reference.

Regards,

Alina James

