Your Name
your.email@example.com   •   0400 000 000
[Date]
[Hiring Manager Name]
[Company Name]
[Company Address]
Re: Application for Arts Administrator
I am writing to apply for the Arts Administrator role at [Company Name]. My experience managing budgets, grant acquittals and schedules for arts organisations makes me a strong fit for your team.
In my current role, I managed the acquittal for a multi-year funding agreement, coordinating financial reports, artist contracts and venue confirmations so the funding body received a complete submission ahead of the deadline. I also introduced a shared Asana board that cut the time spent chasing updates from days to hours, letting the artistic team focus on programming.
I am drawn to [Company Name] because [add one genuine, specific reason: a project, value, or market position you can point to].
Thank you for considering my application. I have attached my resume for your review and would welcome the chance to discuss how I can support your organisation's creative and funding goals.
Kind regards,
Your Name




