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4th September 20XX

[Hiring Manager]
123 Address St 
Anytown, ST 12345
Dear [Hiring Manager],
I am writing to apply for the position of Admission Representative with your school. I was drawn to the position as it combines my passion for helping others combined with my interest in the education field.
I have a Bachelor’s Degree in Education, as well as three years of experience as an Admission Representative for a top university. While there, I thrived in my role and was consistently praised for my ability to build relationships with potential students. I was responsible for developing and implementing marketing plans to attract new students, understanding the admission process and conducting interviews with applicants. My experience has given me a comprehensive understanding of the college admission process and the ability to provide an excellent customer service experience.
Additionally, I understand the importance of staying well- informed on trends in the education field and adjusting my tactics as needed. I am well- versed in researching and understanding the needs of a variety of populations, as well as providing updated information and guidance to incoming students. I am highly organized and detail- oriented, with the ability to juggle multiple tasks simultaneously.
I am confident that I have the skills, knowledge and attitude needed to excel in the role of Admission Representative at your school. I look forward to discussing the position with you in more detail.

Thank you for your consideration.
Sincerely,
Your Name
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