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[Oct 30, 2018]
[Hiring Manager’s Name]
[341 Company Address]
[Palo Alto, California, 94301]
[(xxx) xxx-xxxx]
[hiring.manager@gmail.com]

Dear [Hiring Manager’s Name]

I am excited to apply for the production assistant opening at [company name] posted on [site]. As a media & entertainment industry professional with 6+ years of experience in administrative and media production support, I have the necessary knowledge and learning habits to quickly grasp the fundamentals of this role.

My background includes providing proactive support to directors, producers, set designers, and stylists to maintain the smooth running of all day-to-day production operations. Specific to the media industry, in my current role as a Production Assistant, I scout and interview rising talent, review scripts, coordinate schedules, and maintain a busy show calendar.
 
Analyzed, identified, and resolved key issues in the production process, which grew the efficiency of production operations by 30%.
Designed and introduced a robust calendar, enabling the management to review and track daily activities in real-time.
Successfully organized 20+ shooting events, including management of all logistics and booking of venues.
 
With my academic background in digital filmmaking and video production along with my keen interest in the media industry, I believe I am a strong candidate for this role.

I look forward to an opportunity to discuss my qualifications in further detail soon. Thank you for your time and consideration.

Sincerely,

Your Name
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Dear Job Seeker,

PLEASE note that you *must* install the font files to make this cover letter template work perfectly. It’s very simple to do – just follow the instructions in the “Read Me” file in the Zip file you downloaded this template from.
If you’re struggling to write your cover letter, don’t worry. You’re in good company – everyone struggles with it. For a high quality cover letter that will land you employment, we recommend consulting the certified experts at Resume Writer Direct. (Yep, they can also help you with your resume!)
Or, here’s some other content that might help you finish your cover letter.
· Cover Letter Builder
· How to Write a Cover Letter
· Cover Letter Examples by Industry
Oh, and by the way, you’re also going to need a resume.
· Free Resume Builder
· How to Write a Resume
· Resume Samples by Industry


Best regards, 
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