(NAME HERE)
08/05/14
123 Street, City, State, Zip Code
Home: 000-000-0000
email@email.com
(Recipient Name)
ABC School District
947 Swan Lake Drive
City, State, Zip Code
(555) 323-9857
RE: College Counselor, Ref# xxxx (Date)
Dear Ms. (Last Name)
I am pleased to submit my resume for College Counselor with ABC School District. Given my background in counseling and teaching, and experience in college and career advisement, I feel I am in a great position to make as significant contributions to ABC School District. Throughout my entire career, I have demonstrated consistent success applying aptitudes as a leader and pioneer to achieve high-reaching standards and goals.
Please consider the following highlights from my professional history:
· Spearheaded initiatives to increase academic program offerings; boosted enrollment by 80% over a two-year period and revenue from $32 million to $110 million over a four-year period (Heart Academy)
· Championed highly successful strategies to reduce the student drop-out rate; improved completion rate by over 130% for all three campuses during a three-year period (Heart Academy)
· Consistently achieved a performance appraisal score of 93% for entire term of employment (Chandler Unified Schools)
To further acquaint you with the specifics of my background I am enclosing my resume. I am a motivated, solution-oriented College Counselor and it is my goal to work with a team that shares my dedication to the growth and advancement of students competitively prepared for life in the 21st century. I welcome the opportunity to schedule a meeting with you to discuss this opportunity and the contributions I can make to your counseling program.
Sincerely,
(Name Here)
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