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4th September 20XX

[Hiring Manager]
123 Address St 
Anytown, ST 12345
Dear [Hiring Manager],
I am writing in response to your advertisement for an Admissions Assistant. As someone with over five years of experience in higher education and counseling, I am confident that I can be an asset to your team.
My experience includes overseeing admission requirements, reviewing and processing applications, and providing guidance to prospective students. My previous positions have also allowed me to develop a strong attention to detail and excellent customer service skills. I take pride in my ability to handle complex administrative and management tasks efficiently, as well as my excellent organizational skills.
I am also knowledgeable about the admissions process, which allows me to guide students and families through the necessary steps to apply. By providing excellent customer service and helping students understand their options, I ensure that their application process is as smooth as possible.
My knowledge of higher education, my customer service skills, and my administrative experience make me an ideal candidate for the role of Admissions Assistant. I am confident that I will be able to contribute to the success of your team.
Thank you for your consideration.
Sincerely,
Your Name
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