Academic Program Coordinator Cover Letter

60021 Lizabeth PassageEast llda, CA 30141
Dear Marion Ziemann,

In response to your job posting for academic program coordinator, | am including

this letter and my resume for your review.

In the previous role, | was responsible for academic guidance and assistance for
new and returning undergraduate and graduate students on a walk-in and
appointment basis via face-to-face and virtual conferencing using the appropriate
University catalog as the primary reference point.

Please consider my experience and qualifications for this position:

e Familiarity with standard computer software applications for word
processing, spreadsheets, and database/web systems

e Demonstrated positive customer service attitude with strong problem-solving
skills

o Self-starter with demonstrated initiative in anticipating and resolving complex
problems

e Demonstrated experience in handling the logistics of setting up meetings or
other events, ensuring requirements are met and overseeing day-of-event
activities

e Earned doctorate from an accredited university in Health Services or
Healthcare Administration or closely related field

e Current membership and certification in professional healthcare or health
services professional associations

e Recent record of scholarly activity in Health Services or Healthcare
Administration

e Earned doctorate in business/management or a closely related field

Thank you in advance for taking the time to read my cover letter and to
review my resume.

Sincerely,






