August 15, 2008
Mr. Potential Employer

555 University Highway
Fiction State University

Fiction, AA 55555

Dear Mr. Employer:

As soon as I saw the Assistant Director of Academic Advising position at Fiction State University advertised, I knew that my background, education, and training were a good match.  Subsequently, I explored your unit’s website and I became even more convinced that we share the same values and aspirations for our students.  Therefore, it is a pleasure to submit my credentials for your review.

The mission statement of your advising center indicates that you have a true commitment to providing the best possible advising services to your students.  As the Academic Advisor at the Institute of Aviation at the University of Fiction, I share this commitment and have initiated a number of new programmatic initiatives to ensure that my students have the opportunity to optimize their educational experiences.  For example, in 1990 I coordinated the very first Institute of Aviation Alumni-Student Career Night where we brought back four of our alumni who are successful in different aspects of aviation to discuss how their time at the Institute of Aviation prepared them for their careers.  They also shared pertinent advice about how to proactively take control of their careers. This event has grown in magnitude and popularity ever since.  

One of the aspects about your position that intrigues me the most is the opportunity to perform a variety of administrative tasks.  As a one-person advising office in my current position, I have had the opportunity to perform a diverse set of functions which I find very enjoyable.  One of my strengths is my ability to interact successfully with faculty, students, and administrators throughout campus.  My strong leadership and interpersonal skills will serve me well in the Assistant Director of Academic Advising position.  Collaborating with others to insure student success is my passion.

During my tenure as a Graduate Advisor for the Transition Program, I had the opportunity to work one-on-one with promising underrepresented minority students who were admitted to the University of Fiction with lower high school ranks and ACT scores.  Having the opportunity to meet with my students individually each week showed me how resilient students are and how they can overcome enormous challenges and obstacles.  The Transition Program is innovative and I believe many aspects of the program may be replicable at Fiction State University to help your underrepresented minority students attain their educational goals.

In addition, my Master’s degree in Higher Education Administration concentrated on the topics of student success and academic advising. Enrolling in classes such as “Academic Advising in Higher Education,” “The College Student,” and “College Student Personnel Administration,” has given me the academic and theoretical background in student development, policy development, and the structure of higher education. This knowledge will continue to serve me well in the Assistant Director of Academic Advising position.
In conclusion, I believe that my educational background, work experience, and leadership skills will allow me to make positive contributions to the Academic Advising Center at Fiction State University.  As a proud graduate of Fiction State, I am well aware of the high quality, personalized educational experiences that you offer students.  To have the opportunity to give something back to the institution that has given me so much would truly be an honor.  I look forward to talking with you in person to explore how I might be able to best contribute to your mission.  If you have any questions or need additional information, please contact me at 555-555-5555.

Sincerely,

Jane Doe 
