Good afternoon, 

I would like to formally apply to the position of ____ as advertised on Indeed. I am currently out of state, but will be on the west coast and available to start working by mid-May 2020.


In 2016 I earned my BS in Hospitality and Tourism Management, with a minor in Event Management. I worked as Event Assistant for Bank of the West, where a team of 5 women handled hundreds of events for the Bank annually, both internal and external. In school I learned the “how”; under their instruction at Bank of the West, I was able to implement and hone what college taught, including event research, contracts, client contact, event set-up and tear-down, and so much more. Later, I spear-headed a team for the National Park Service’s Centennial Celebration in San Francisco, where we brought in almost 200 volunteers to be photographed like a “human sign” on SF’s Chrissy Field-- by a helicopter. This event, though not necessarily large, let me practice being in charge of an event team, budgeting events, copywriting, the red-tape of government contracts, and finding creative ways to make a client happy no matter your lack of resources. 

While my degree and much of my work experience is Hospitality-based, it would be extremely limiting to say that is the extent of my skills and experience. And while I am applying for this specific position, I would be very open to discussing others that I may be a better fit for in this company. I consider myself a creative person with an analytical mind, and therefore have many places I would fit into a work environment.

I have experience with both Mac and Microsoft programs, MS Office and Google Suite, and various hospitality-related programs. Additionally, I have proven time and time again my ability to pick up new programs, ideas, and technologies quickly and accurately—my current job with South Carolina’s Disability Determination Services required I learn an entirely new DOS-based system with all the acronyms, shortcuts, and processes that come along with it. What is usually a months-long learning process took me only 2-3 weeks feel comfortable with. I also have experience from my previous jobs with office management, grammatical editing, fact-checking, researching procedures, and more.

As mentioned before, I will be available to start any time after about mid-May. I look forward to hearing from you about this, or any other available positions within your company!

Thank you for the consideration, 

Anna Skillin

annaskillin@gmail.com


(805) 707-5576

