
Cover Letter for Editorial Assistant Role 

[Your Name] 

[Your Address] 

[City, State, ZIP] 

[Your Email] 

[Your Phone Number] 

[Date] 

[Hiring Manager's Name] 

[Company's Name] 

[Company's Address] 

[City, State, ZIP] 

Dear [Hiring Manager's Name], 

I am writing to express my enthusiasm for the Editorial Assistant position at [Company's Name] 

as advertised on [where you found the job listing]. With a background in [your degree or field of 

study] and experience in [relevant experience or skills], I am excited about the opportunity to 

contribute to your team. 

During my time at [previous job or internship], I honed my skills in [specific skills relevant to 

the job, e.g., proofreading, content editing, etc.], which enabled me to support [specific project or 

task relevant to the role]. My attention to detail and passion for storytelling allow me to 

effectively work under tight deadlines while maintaining high-quality standards. 

I am particularly drawn to [Company's Name] because [reason specific to the company, such as 

their mission, content style, or recent projects]. I believe my skills in [specific skills] would be a 

great fit for your team. 

Thank you for considering my application. I look forward to the possibility of discussing how I 

can contribute to [Company's Name] as an Editorial Assistant. Please find my resume attached 

for your review. 

Sincerely, 

[Your Name] 


