
Sample Email Employer: 

	

Dear Search Committee,  
  
My name is Jane Smith and I am a second year Chemistry major with a minor in Biology 
pursuing a Bachelor’s of Science degree at Northeastern University in Boston, 
Massachusetts - USA. Northeastern University is unique in that it is built on a 
cooperative education (co-op) model. The co-op program allows upper-class students the 
ability to alternate between academic classes for six months and working full-time in a 
paid internship for six months. I am writing regarding your full-time position in the 
Oncology Department, at XYZ Company advertised on www.indeed.com last week.   
 
While enrolled at Northeastern University, I also work as a lab assistant in the Molecular 
Biotechnology Research Lab, approximately 20 hours per week. My role in the lab 
focuses on sample handling with TLC, UV-vis and CC/MS to identify the binding of 
Anti-CEA cancer cells.  Over the last several months, I have become a part of the team 
and now have a strong understanding of research projects from start to finish. As stated in 
the job description, these skills are needed to successful develop clear protocols in your 
organization. Combining my curricular and laboratory experience, I feel I could make a 
strong contribution to your team.   
 
While there does not appear to be a current internship at XYZ company, the current full-
time position would highlight my skills if offered for a 6 month period. I am available to 
work from July through December, full-time (I will not be in classes). Since the co-op 
education program is a major part of Northeastern University, we have faculty and 
advisors who specialize in helping students develop internships and will help me handle 
the logistics of working abroad.  
 
I have attached my resume to elaborate on my qualifications and interests. I may be 
reached via e-mail at EFG.H@husky.neu.edu or via phone at 617.555.5555. Thank you 
for your time and consideration; I look forward to hearing from you.  
 
 
Sincerely, 
 
EFG  
	


