MADISON ROSS

1899 Trail Run Rd.

Charlottesville, VA 22903

434-555-2419

Madison@email.com
Internships

The Kennedy Center

PO Box 101510

Arlington, VA 22210

Dear Search Committee:

It is with great interest that I apply to be your next intern for the National Symphony Orchestra Office of Operations and Administration.  At the University of Virginia (U.Va.) I have spent the past several years preparing myself for career in event planning and am interested in honing my skills as an intern at the Kennedy Center.  I have read the intern position backgrounds on your website and have spoken with U.Va. alumni who currently work at The Kennedy Center.  Through this research I have concluded that NSO position makes great use of my skills and abilities.

During the past semester at U.Va. I have undergone extensive training to coordinate conference events at the University.  I daily use event planning software and correspond with clients.  As part of a team of 12, we organize and carry-out 120 conferences each year. Additionally, I have been selected for 2 years in a row as my sorority’s Social Event Coordinator.  To date I have planned over 20 successful social and fund-raising events for this 125 women organization.  
Lastly, it has been an honor to be chosen as a Guide for the University’s Guide Service.  This experience has enabled me to fine-tune my public speaking and group organization skills.  I have received over 40 hours of in-depth training regarding the history and current status of University of Virginia.  I weekly conduct tours for dignitaries, potential hires, and incoming students.  I believe this experience will be beneficial in the workplace.

I believe I possess background and knowledge to be a great intern at The Kennedy Center.  I have enclosed my resume for your inspection.  Please do not hesitate to contact me if you have any questions.

Sincerely,

Madison Ross

Enclosed: resume

