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To Whom It May Concern:  

 

I am excited to apply to the Research Coordinator position. My experience in assisting 

managers, completing administrative support, and researching museum projects makes me 

a perfect fit for this position at the BU DAR. Since I am already working as a temporary 

worker in the DAR research offices, I am sure I would be a great fit to the BU family and the 

research team.  

 

I have great experience in creating efficiency in the daily operations for an office setting. I 

worked in the Smithsonian American Art's Public Programs office, helping with the staffing 

and planning of events such as in the contemporary Lincoln Gallery. I prepared dossiers on 

artists, made travel reservations around D.C., and analyzed 5 years of event attendance data. 

As a temporary worker in Research, I took the initiative to contact the BU libraries in order 

to repair about a dozen yearbooks I saw were used regularly by researchers. The regular 

details are captured in my efficiency increasing drive to lead towards positive change. I am 

excellent in managing the needs of an office, for research needs, database maintenance, 

reporting, and bill administration.  

 

I also have great communication skills as applied to research databases for over three years. 

Currently, I have been updating constituents in the BBEC database system, quickly taking on 

the process for adding constituencies, wealth ratings, and attaching documentation for 

recent news. I can transform technical data into accessible PowerPoint presentations, clear 

poster presentations, and publicity materials. I can translate BBEC entries into research 

reports, add materials to hardcopy files, and integrate additional information to the eCRM 

system. During my internship at the Smithsonian American Art Museum, I helped curators 

improve electronic records of several sculptures by processing photos with Photoshop, 

accessing archival records, and preparing binders of curatorial documents. At the MFA, I 

helped with a wiki-style database. My data integrity skills are excellent, across multiple 

formats including BlackBaud.  

 

I excel at the problems solving aspect of research as well as discussing the details of 

innovations with members of a team; I hope that team can be the BU family. I am grateful for 

your consideration and would be very excited to speak with you about my qualifications to 

improve the functions of the BU DAR research coordinator as BU approaches the stretch 

fundraising goal. Already, I have enjoyed the warm welcome of the DAR offices. I look 

forward to hearing from you soon. 

 

Sincerely, 

 

Arianna McQuillen 


