
EXAMPLE STUDENT                   
4700 Keele St, Toronto, ON M3J 1P3   (555) 555 - 5555 

example.student@gmail.com            

 

02/18/2021 

 

Example Company 

123 Yonge St, Toronto, ON M5M 5M5 

 

RE: #12345 Student Intern 

 

Dear Hiring Team at Example Company: 

 

 I am excited to apply for the role of Student Intern because of the work your company is doing to 

provide financial literacy education to newcomer families and children. Seeing as my family immigrated 

to Canada, I am also passionate about supporting newcomer communities with their settlement process. 

Thanks to my proficiency with Microsoft Office suite, my customer service skills, and my event planning 

experience, I would be a great fit for the role of Student Intern at Example Company. 

 

MASTERY OF MICROSOFT OFFICE (WORD, POWERPOINT, EXCEL) 

 In the course Introduction to Econometrics, I learned to use different parts of the Microsoft Office 

Suite. The professor tasked us with assessing large amounts of data and sharing our findings, so I used 

Excel pivot tables to visualize the data, Word to accurately format my findings and PowerPoint to present 

to the class. The professor was very impressed with my use of the software and how I articulated my 

work, which would allow me to take on the responsibilities of this role with confidence. 

 

ABILITY TO PROVIDE EXCELLENT CUSTOMER SERVICE 

In addition, I had the opportunity to develop my customer service skills while working as a 

barista at Starbucks. In this role, I was expected to serve lots of customers during rush hour shifts and I 

leveraged my interpersonal communication skills to build rapport with clients, which resulted in a high 

rate of customer satisfaction as noted by my supervisor. Seeing as you need Student Intern who can 

interact meaningfully with large numbers of clients, this experience would be an asset to my work. 

 

PREVIOUS EXPERIENCE PLANNING AND ASSISTING WITH EVENTS 

Lastly, I gained event planning experience as the Social Coordinator for Student Club. As Social 

Coordinator, I had to organize several events throughout the year and so I started planning all of the 

events at the start of the year, organizing a list of contacts and reaching out early in the process, which led 

to increased student engagement at Student Club’s events. If the ideal Student Intern candidate would 

need to assist with special events, I would be able to hit the ground running on day one. 

 

 As a result of my studies, my work experience and my involvement in student clubs, I have 

developed the desired skill set for this role. I can be reached by email at example.student@gmail.com, 

and my classes are usually on weekday mornings so I will likely respond in the afternoon. I look forward 

to further discussing my suitability for the role in an interview, and thank you for your consideration. 

 

Sincerely, 

 

 

Example Student 
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