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Dear Ms. Ciera Iveson,

       I am writing to express my avid interest in becoming the Program Assistant at NAMT. After
graduating from Duke University in 2019, I completed the full-time Content and Creative Internship at
Ambassador Theatre Group (ATG). I am currently looking for an opportunity to further develop my
career in theatre administration. I attended NAMT’s most recent Festival of New Musicals and was
absolutely blown away by the quality and diversity of the presentations. I would cherish the opportunity
to apply my proven experience in producing, communications, and administration to NAMT’s mission to
uplift and advance the musical theatre industry. 

       During my time at ATG, I contributed to producing efforts on David Byrne’s American Utopia at the
Hudson Theatre, the upcoming Broadway revival of Plaza Suite, Becoming Nancy’s run at Atlanta’s
Alliance Theatre, and shows in development. Working in the four-person Content and Creative
department gave me an intimate look into the professional producing world, as did my role as second
assistant to the Executive Vice President of Content and Creative, Kristin Caskey. My responsibilities
included managing house seats, tracking the department’s budget, conducting independent industry
research projects, attending and providing feedback on potential producing prospects, drafting
communications, preparing meeting materials, and designing graphics. I learned a great deal about major
players in the professional theatre landscape, executing detail-oriented projects, and communicating
with VIPs. I also gained experience in a fast-paced environment during my internship with Broadway
Brands, the company behind The Broadway Briefing and Broadway News. While at Broadway Brands, I
drafted social media plans, designed graphics, managed the current article feed for their WordPress site,
and assisted the Broadway News team with research on current and upcoming productions. 

       At Duke, I served as the student captain for the Duke Arts office, managing projects for student
employees, creating content for the website, and providing a student perspective at confidential long-
range planning meetings. I also gained experience on other sides of the theatre industry by serving as a
student technician in the Rubenstein Arts Center and working at the university box office. But I perhaps
learned the most through my roles as President and Development Chair of Hoof ‘n’ Horn, Duke’s
student-run musical theatre organization. During my three years on the Executive Board, I oversaw
three mainstage productions, led production meetings, produced a cabaret, founded a bimonthly
newsletter for our community, planned events for up to 150 attendees, and fostered personal
relationships with donors and alumni. 

       Putting to use what I have learned about producing, communications, event planning, and office
management, I believe that I could contribute a great deal as NAMT’s Program Assistant. I have
experience multi-tasking in a fast-paced environment, organizing social media and Mailchimp campaigns,
tracking correspondence and budgets, and establishing relationships with industry professionals.
Working alongside your staff to support this year’s Festival of New Musicals, grants, and professional
development offerings would be an incredible opportunity. Thank you for your consideration.

Warmly,

[YOUR SIGNATURE]
[YOUR NAME]
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