Nathan Gleins   656 Bent Mountain Rd. ( Charlottesville, VA 22904 ( 434-555-3425

March 6, 2008
Director of Human Resources

United Nations Association

United States of America

801 Second Avenue, 2nd Floor

New York, NY 10017

Dear Director of Human Resources,

I am writing in response to the Program Assistant to the Senior Advisor to the President position posted on the United Nations Association website. This position interests me a great deal because I believe that the work done by the United Nations Association is important for encouraging participation in global issues. I possess the skills required for this job and am eager to have you consider my qualifications for this position.

My ease in a professional environment and my experience with administrative responsibilities is demonstrated by my previous employment with Sentara Nursing Care Center, a branch of Hampton Roads’ largest healthcare provider, and Headway Corporation, a major regional recruiting firm. As an assistant to the head of the Business Office and the Real Estate Division of Virginia Beach Public Works, I scheduled all appointments, maintained extensive file systems, received and directed calls on a five-line phone system, and handled all correspondences. In both of these positions, as well as in my academic career, I have used Microsoft Word, Access, Excel and other Office programs.

In addition to my employment experiences, my extracurricular activities have given me event planning and project coordination skills. During my term as Vice President of Communications for the University of Virginia’s Make a Difference Day organization, which encourages community volunteerism among UVA’s student organizations, I coordinated community service projects and logistics. As an intern with the International Rescue Committee, a local non-profit organization, I planned a 300-person reception dinner and compiled background material on the organization for display. With these experiences, I have the ability to coordinate and monitor the progress of several projects at a given time, multi-task responsibilities, and master advanced computer software. Therefore, the strong analytical and organizational skills and extensive computer knowledge that I possess make me qualified for the position. Thank you for your consideration.

Sincerely,

Nathan Gleins


