
[Your Full Name] [Phone Number] | [Email Address] [LinkedIn Profile URL] [City, State, Zip 

Code]  

[Date]  

[Hiring Manager Name] [Title] [Department Name] [University/College Name] [Institution 

Address]  

Dear [Hiring Manager Name or Search Committee],  

I am writing to express my enthusiastic interest in the Higher Education Community Liaison 

position at [University/College Name], as advertised on [Where You Saw the Posting]. With my 

background in [Your Field of Study/Experience] and my passion for building bridges between 

academic institutions and the local community, I am confident in my ability to enhance 

[University Name]'s external partnerships and civic engagement initiatives.  

In my previous role at [Previous Organization], I successfully managed [Specific Project or 

Program] which resulted in [Quantifiable Achievement]. I possess a deep understanding of the 

unique challenges and opportunities within the higher education landscape, particularly 

regarding [mention a specific area like workforce development, student service-learning, or 

town-gown relations]. My approach focuses on fostering mutually beneficial relationships that 

support both institutional goals and community needs.  

Key strengths I bring to this role include:  

• Proven ability to facilitate communication between diverse stakeholders, including 

faculty, local government, and non-profit leaders. 

• Experience in event coordination and public speaking to represent institutional interests. 

• Strong analytical skills used to assess community impact and report on engagement 

metrics. 

• Commitment to diversity, equity, and inclusion in all community-facing programs. 

I am particularly drawn to [University/College Name] because of your recent work with 

[Specific University Initiative or Program]. I am eager to bring my collaborative spirit and 

strategic networking skills to your team to further advance the university's mission of [Mission 

Statement Keyword, e.g., Public Service/Education].  

Thank you for your time and consideration. I look forward to the possibility of discussing how 

my experience aligns with the needs of the [Department Name] team.  

Sincerely, 

 

[Your Signature (if sending by mail)] 

[Your Printed Name]  


