
 

 
Dear Ms. Last Name:   
  
I am writing to apply for the Clinical Research Assistant position in the division of Gastroenterology, 
Nutrition, and Hepatology. I am a senior at Boston College majoring in Biology and learned of this 
opportunity through the Boston College Career Center. My experience in medical research and 
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January 13, 2020 
 
Hiring Manager 
Cambridge City Hall 
795 Massachusetts Avenue 
Cambridge, MA 02139 
 
Dear Hiring Manager:  
  
I am writing to apply for the Energy and Sustainability Intern position with the City of Cambridge, 
which I found on Boston College’s Handshake portal. I am a senior studying biology and 
environmental studies, and would like to offer my experience in and passion for sustainability 
practices and social entrepreneurship to further the sustainability goals of the City of Cambridge. 
 
To work toward my goal of becoming a sustainability specialist, I have curated my coursework and 
extracurricular activities around building knowledge and experience with sustainability and 
resiliency practices. In my Environmental Crisis: Sustainability and Future course, I collaborated 
with a classmate to conduct a semester-
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November 19, 2019  
 
First & Last Name, Hiring Manager 
Tech Solutions 
145 Grant Street, Suite 302 
San Francisco, CA 94016   
  
Dear Ms. Name:          
  
My name is Name and I am a senior at Boston College, pursuing a Bachelor of Science in Computer 
Science and a minor in Hispanic Studies. At the Boston College STEM Career Fair, I had the 
opportunity to speak with Mr. Name about the Product Development Internship for which I am 
applying. His words on the collaborative emphasis of the Tech Solutions team inspired me to apply 
for this role, as I believe 


