[Your Full Name]

[Your Current Academic Title/Department]
[Phone Number]

[Email Address]

[Date]

[Name of Search Committee Chair]
[Chair, Associate Dean Search Committee]
[College/University Name]
[Department/Building]

Dear [Name of Chair] and Members of the Search Committee,

I am writing to formally express my interest in the Associate Dean of Graduate Studies position
at [University Name]. With [Number] years of experience in graduate education, curriculum
development, and [Specific Research Area], I am eager to contribute to the strategic vision and
administrative excellence of the Graduate School.

Currently serving as [Current Role] at [Current Institution], I have focused on enhancing the
graduate student lifecycle. My achievements include [Specific Achievement 1, e.g., increasing
enrollment by X%], [Specific Achievement 2, e.g., securing external funding for fellowships],
and [Specific Achievement 3, e.g., streamlining doctoral milestone tracking]. These experiences
have prepared me to handle the complexities of academic policy and interdisciplinary
collaboration required for this role.

My approach to graduate leadership is centered on [Leadership Philosophy, e.g., equity, student
well-being, or professional development]. I am particularly drawn to [University Name]'s
commitment to [Specific Program or University Goal Mentioned in Job Description]. I am
confident that my background in [Area of Expertise] will allow me to effectively support faculty
mentors and provide graduate students with the resources necessary for both academic and
professional success.

I welcome the opportunity to discuss how my administrative experience and dedication to
graduate excellence align with the needs of [University Name]. Thank you for your time and
consideration.

Sincerely,
[Your Signature]

[Your Printed Name]



