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Iternatively MEMO:) [Role for which you are applying] Search

re g to specific contract (either hiring manager name or specific committee for role):

’lealeMccept this letter and the enclosed resume as my enthusiastic expression of interest In the
post@M name of role] position that | learned about through nuthiiifie@ounter or internal/jpgidootén
efer@@]. | tirouolms

act/Event Planning: | have coordinated as many as 25 event-based projects annually
shops, seminars, receptions, guest lectures, fundraisers, etc.) of varying sizes coordinating all
ics, from preferences of high profile guests to the design and printing of programs/publicity.

lal Management: | have managed, budgeted, and used both accurately and expediently,
|| grants funds for purchases in accordance with governing policies near $500,000 annually. |
ve one year of experience researching grants and developing copy for grant applications.

So Media/Web/Email Marketing: | have severed non-profits by developing and maintaining
SO edia (including Facebook and Twitter) for the last two years. | have experience with
MaBCBImp email marketing and strong proficiency with Microsoft Word, Publisher and Excel. In
ad@ti@® to consistent use of various information databases, | have eight years’ experience
maint@ning websites using several platforms including open source content management systems

likBW@dPress.

Tegni@l Writing: Although primarily in the career development arena, | target written
copamu@ication successfully for specified outcomes. | have assisted with speech writing, engineered
ed®cati@al step-by-step "how to” documents for various audiences, and created mobile optimized
m@hthlyewsletters for a local non-profit for the last year incorporating analytics into strategy.
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