
[Your Full Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Phone Number] 

[Your Email Address]  

[Date] 

[Hiring Manager Name] 

[Department Name] 

[Institution Name] 

[Institution Address]  

Dear [Hiring Manager Name/Search Committee], 

I am writing to express my strong interest in the Grant Funded Academic Outreach Coordinator 

position for the [Name of Grant/Project] at [Institution Name]. With my background in [Your 

relevant field] and my experience in community engagement and grant administration, I am 

eager to contribute to your department's mission of [Core mission of the program]. 

In my previous role at [Previous Organization], I successfully managed outreach initiatives that 

resulted in a [Percentage/Metric] increase in participant engagement. I am highly proficient in 

coordinating between diverse stakeholders, including faculty, students, and community partners. 

My experience aligns closely with the objectives of the [Name of Grant], particularly regarding 

[Specific grant requirement, e.g., data reporting, workshop facilitation, or recruitment]. 

I am particularly drawn to this role because of [Specific aspect of the institution or project that 

interests you]. I am skilled at maintaining compliance with grant guidelines while developing 

creative programming that meets the needs of underrepresented populations. My ability to track 

budgetary expenditures and compile comprehensive annual reports ensures that all grant 

deliverables are met on schedule. 

Thank you for your time and for considering my application. I look forward to the possibility of 

discussing how my experience in academic outreach can support the continued success of the 

[Name of Grant/Project]. 

Sincerely, 

[Your Signature (if sending by mail)] 

[Your Printed Name]  


