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February 13, 2020 
 
First & Last Name, Boston Office Director 
U.S. Department of Commerce 
55 New Sudbury Street, Suite 1826A 
Boston, MA 02203 
 
Dear Ms. Last Name: 
 
After speaking with U.S. Department of Commerce representative Name at Boston College’s Careers 
in Government panel in last month, I was inspired to apply for the International Trade Internship. I 
am a junior majoring in International Studies with a concentration in Ethics and Social Justice. My 
academic background aligns with the U.S. Department of Commerce’s goal to promote equal 
business opportunities and fair trade, and the data analysis and international industry experience I 
have gained through my internships make me an ideal candidate for this position. 
 
As a Market Research and Business Analyst Intern for SANY, a global heavy equipment 
manufacturer, I gained valuable experience working in the international industry space. I reviewed 
and analyzed the portfolios of 44 SANY product dealers all over the world, generating weekly 
individual reports sent

 managing time 
zone differences and working through language barriers with SANY has prepared me for the global 
interaction required of an International Trade Intern.  
 
During this past fall semester, I worked as a Data Analysis Intern for the International Institute of 
New England. For my primary project, I used SQL to create a web-based monitoring and evaluation 
model that tracks and measures efforts to educate and integrate refugees resettled by the organization. 
The model quantifies and analyzes the ways in which the organization and associated volunteer 
efforts respectively contribute to the refugee integration process. My data collection and analyzation 
skill combined with my interest in matters of international relations and equity will allow me to 
efficiently and effectively conduct thorough market research for the International Trade team. 
 
I look forward to a future meeting with you in order to further demonstrate my interest in the 
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April 2, 2021 
 
Hiring Manager 
Center for Global Development 
2055 L Street NW 
Washington, DC 20036  
 
Dear Hiring Manager: 
 
I am writing to apply for the role of Research Assistant: Migration, Displacement, and 
Humanitarian Policy at the Center for Global Development. I am currently a senior at Boston 



FIRST & LAST NAME 
Chestnut Hill, MA


