Your Name
your.email@example.com   •   0400 000 000
[Date]
[Hiring Manager Name]
[Company Name]
[Company Address]
Re: Application for Sports Administrator
I'm writing to apply for the Sports Administrator role at [Company Name]. My background in facility scheduling, membership administration and budget tracking lines up closely with what this position needs day to day.
In a previous facility role I inherited a booking calendar that regularly double-booked courts on weekends. I rebuilt the approval workflow in our booking software and set clear cut-off times for casual hire requests, which brought booking conflicts down to almost zero within a season and freed up staff time that had been spent fielding complaints.
What draws me to [Company Name] specifically is [add one genuine, specific reason: a project, value, or market position you can point to]. I want to bring my operational experience to an organisation where that kind of detail actually matters to members and the community it serves.
Thank you for considering my application. I've attached my resume with further detail on my experience and would welcome the chance to discuss how I could contribute to your team.
Kind regards,
Your Name




