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December 11, 20XX 
 
Jane Hire, Office of Academic Support 
Xavier University 
3800 Victory Way  
Cincinnati, OH 45207 
 
Dear Jane Hire, 
 
As an incoming first year student at Xavier University, I am excited to apply for the Physics Tutor 
position in the Office of Academic Support. I was able to develop strong communication skills, 
organizational skills, and teamwork skills through my high school experiences, and I believe each of 
these will be an asset to your office. 
 
My leadership experience helped me develop strong communication skills. In my previous role as a 
math tutor in high school, I worked with students in elementary school, middle school, and high 
school to help them understand concepts from their math classes. Tutoring students from a diverse 
group of backgrounds allowed me to cultivate my skills in meeting the needs of different learning 
styles and abilities. My experience communicating with students and parents has also taught me a 
lot about customer service, which I know is an essential skill in this position. 
 
As a Freshman Mentor with Link Crew, I built strong organizational and teamwork skills. In this 
position, I collaborated with freshman mentors to plan and execute three events each semester. 
Through planning these events, I was able to learn how to effectively foster positive relationships 
amongst incoming high school students and my peers, which is a skill I hope to bring to the tutoring 
role. Furthermore, working with the other mentors on events helped me further develop my 
organizational and teamwork skills, and I look forward to using my organizational and teamwork 
skills as a tutor.  
 
I am grateful for the opportunity to apply for the Physics Tutor position, and I look forward to 
hearing back from you regarding next steps. I can be reached at (555)-555-5555 or at 
blueblob@xavier.edu. Thank you for your time and consideration in this process. 
 
Sincerely,  

Blue Blob 

Blub Blob  


