[Your Full Name]

[Your Phone Number] | [ Your Email Address]
[Your LinkedIn Profile/Portfolio Link]

[City, State, Zip Code]

[Date]

[Hiring Manager Name]
[Department Name]
[Organization/University Name]
[Address]

Dear [Hiring Manager Name or Search Committee],

I am writing to express my enthusiastic interest in the Research Program Outreach
Coordinator position at [Organization Name]. With a background in [Your Field of
Study/Experience] and a proven track record of bridging the gap between complex research
initiatives and diverse community stakeholders, I am confident in my ability to enhance the
visibility and impact of the [Specific Research Program Name].

In my previous role at [Previous Organization], I successfully managed outreach efforts for
[Type of Research/Project]. My core achievements included:

e Developing and implementing a comprehensive communication strategy that increased
participant enrollment by [Percentage]%.

o Establishing long-term partnerships with [Types of Organizations, e.g., NGOs, Schools,
or Government Agencies] to facilitate knowledge transfer.

o Designing accessible educational materials to translate technical scientific findings for
non-specialist audiences.

e Coordinating [Number] of large-scale webinars and community workshops focused on
[Topic].

I am particularly drawn to [Organization Name] because of your commitment to [mention a
specific project or value of the organization]. My proficiency in [Specific Software/Tools, e.g.,
CRM, Canva, or Social Media Analytics] combined with my experience in grant reporting and
ethical recruitment protocols makes me a strong fit for your team.

I welcome the opportunity to discuss how my communication skills and project management

experience can support the strategic goals of your research program. Thank you for your time
and consideration.

Sincerely,
[Your Signature (if sending by mail)]

[Your Full Name]



