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Adam Moss

D E A  R  H  R  D  I  R E  C  T  O  R ,

I was excited to learn of this open [job title] position with [company] from [reference/ where listing was found]. 
Currently, I’m a student working toward my Bachelor's degree in Psychology—with a minor in Speech and Hearing 

Science—and l ooking for ways to put my knowledge and s kills to use in a work environment. The aspects of 
[specifics about company] i nvolved in this organization drew me to appl y and confirmed that [company] would fit 

my career vision. After reviewing the position requirements, such as [skills mentioned on listing], I believe that my 
qualifications and educational pursuits  are a great fit for the kind of candidate you are in search of. 

I  am a fast learner and am skilled at data collection and multitasking. I understand the value of time management 
and c lear communication, and I’m great at working with teams to get projects done right. In my previous position 

volunteering with the American Red Cross, many of the projects I underwent involved collaborating remotely with 
other work-study students. I was able to undertake a variety of office support tasks and work diligently under 
pressure. It required me to be comfortable working with a high degree of attention to detail and discretion as well 
as incorporating new and effective ways to achieve better results. Being in this position allowed me to gain 
excellent organizational and collaborative skills that I will carry into every future opportunity. 

My adaptability allows me to work in many different environments, in addition to speaking with people from 
various backgrounds. As a volunteer camp counselor for children with various physical and cognitive disabilities, I 
developed the ability to quickly acclimate to unique situations without panic or delay. I am looking forward to using 
these skills as I take on this new position with your department. 

For more details about my background, please review my enclosed resume. I believe that I can be the [job title] 
you're looking for and welcome the opportunity to interview at your earliest convenience. I'm eager to discuss how 
my personality and background fit this role. You can reach me at [email address] or [phone number]. 

Thank you for your time and consideration of my candidacy. 

Sincerely, 

Adam Moss 
Adam Moss 

[Date] 

[Employer] 

RE: [Job Title] Position 
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