College Graduate Cover Letter Template
	Susan P. Smith
	General Administration / Supervisor


12 Apple Way, City Line, N.Y.  10201
(212)555-1212

January 6, 2015

Ms. Hiring Manager

Manager’s Title

NewBee Company

200 Hopeful Drive

Fresh Start, N.Y. 10107

Dear Ms. Manager:

I have combined my college degree in business administration with my summer intern experiences, to help successfully raise funds for not-for-profit organizations via the direct supervision of outbound call center representatives.

I am bringing to your attention my skills, achievements, supervisory experiences and educational background, so that we can discuss my joining NewBee Company as a first line supervisor in your billing department.

Major accomplishments include:

· Obtained business administration degree from University College with a concentration in accounting.  Coursework included practical accounting for small businesses, advanced calculus, and thinking logically in an illogical workplace.

· Working as an intern for Charity Company, oversaw the daily activities of three outbound call center representatives responsible for raising in excess of $500,000 over a ten day period.

· Interviewed 25 customers as part of an internship as a market research assistant.  Wrote summary of finding report that resulted in Big Company rolling out 25 self-serve kiosks in their customer service centers.

I look forward to meeting with you to discuss how I can actively contribute to your Newbee Company’s future success.
Sincerely,

Susan P. Smith


