
 

 

 COVER LETTER WORKSHOP 
 COVER LETTER FOR FRONT DESK POSITION 

Labani Basu 
112 35th St, Apt 7 
Brooklyn, NY 11232 

July 8, 2018 

Baruch College Writing Center 
NVC 8-185, One Bernard Baruch Way 
New York, NY 10010 

Dear Diana Hamilton, 

I am writing to apply for the position of front desk attendant at the Baruch 
College Writing Center. I am currently a rising junior in the Baruch Honors 
Scholars program. As an English major, aspiring journalist, and editor of 
the student newspaper, I often meet struggling writers. I know that the 
Writing Center is an invaluable resource for these students, and I would be 
eager for the chance to assist with its daily operations. 
 
For the last three years, I served as news editor of The Ticker and managed 
the print and online versions of the news sections. Each week, I assigned 
stories and edited the articles for my section. These experiences gave me 
insight into the writing process and working with a team. Editing also 
taught me to be detail-oriented and self-motivated—I had to ensure 
the issue was ready on time, and I was the last person to look at proofs 
before they went to print.  
 
In addition to my editorial experience, I also have extensive customer 
service experience. As a cashier at American Apparel, I assisted 
customers, organized items and helped out at events. As a volunteer at 
Housing Works, I was responsible for closing the bookstore on many 
shifts, and for maintaining a friendly, bright persona for the customers 
who came in looking for book recommendations. I would bring the same 
friendliness to the Center’s front desk.  
 
Working with student writers is a passion of mine. Though I grew up 
speaking Hindi, my education gave me the opportunity to become fluent 
in English, enabling me to pursue a career as an editor. I would especially 
love to be a part of the Writing Center’s work supporting English 
language learners. I have attached my resume and writing sample to this 
email for your review. Please do not hesitate to contact me at 
l.basu@baruch.edu or (646) 312-0000 if you have any questions about my 
application. Thank you very much for your time and consideration.  
 
Sincerely,  
 
Labani Basu 
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