
Application for Editorial Assistant Position 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Hiring Manager's Name] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Hiring Manager's Name], 

I am writing to express my interest in the Editorial Assistant position at [Company Name], as 

advertised on [where you found the job posting]. With my background in [your relevant 

experience or education], I am excited about the opportunity to contribute to your editorial team. 

During my time at [Previous Company/University], I developed strong skills in editing, 

proofreading, and content management. I am proficient in [list relevant software or tools], and I 

have a keen eye for detail and a passion for crafting engaging content. 

I am particularly impressed by [something specific about the company or its publications], and I 

am eager to bring my skills and enthusiasm to your team. I am dedicated to maintaining high 

editorial standards and supporting the overall mission of [Company Name]. 

Thank you for considering my application. I look forward to the opportunity to discuss how I can 

contribute to your esteemed publication. I am available for an interview at your earliest 

convenience and can be reached at [your phone number] or [your email address]. 

Sincerely, 

[Your Name] 


