Coordinator Cover Letter Sample
Jemima Simpson
71 Example 6th Street
New York, NY 02311
(000) 777-8888
jemima.simpson @ email . com

July 2, 2016

Mr. Brad Quaker
Hiring Manager
Learning Alliance
442 Quaker Ave
New York, NY 02355

Dear Mr. Quaker:

After reading the job description of Coordinator position in your job advertisement, I was quite excited to see that your requirements closely complement my skills, talents and abilities. Using my strong organizational acumen and sound judgment abilities, I can make a solid contribution to your organization.

Your position demands a wide range of clerical skills and administrative abilities. In fact, these are the areas in which I excel. I am well-versed in communicating with stakeholders, handling correspondence, distributing mail and administering general office tasks. My professional experiences obtained through different short-term and full-time positions has polished my skills in coordinating and managing different aspects of an organization.

Furthermore, I am technical savvy individual who is proficient in Microsoft Word, Excel, PowerPoint and database, and able to present data effectively. My enclosed resume contains complete details of my skills, experiences and expertise.

I am confident that as a coordinator at Learning Alliance, I could bring a productive office environment that is customer-focused. I would like to meet with you to discuss my ideas and core competencies in detail. If you have any questions or would like to arrange an interview with me, you can reach me on my cell phone at (000) 777-8888 or via email at (Email).

Thank you for your time and consideration.
 
Sincerely yours,

(Signature)
Jemima Simpson
