
Elizabeth Erd 
123 Main Street, Anytown, MA 01234 

eerd@college.edu 
(123)456-7890 

__________________________________________________________ 
 
March 22, 2019 
 
Dr. Milo Foster, Director, Mental Health Unit 
City State Correctional Facility 
12 Main Street 
Townsville, MA 01234 
 
Dear Dr. Foster,  
 
I had the opportunity to meet Jane Doe, one of your mental health counselors, at a professional 
meeting last fall. I will be graduating with a Master of Arts degree in Counseling Psychology 
from Assumption College in May and after graduation, I am very interested in working with 
female populations within a correctional setting. Through my graduate-level internship at John 
Smith Youth and Family Services, I have gained experience evaluating and counseling 
adolescent females involved in the juvenile justice system. After Jane and I talked about her 
work at City State Correctional Facility, my interest in pursing a mental health counseling career 
in the correctional system was further reinforced. 
 
Through my academic training and practical experience, I believe I have a solid foundation in 
clinical techniques and approaches that would assist the women at City State. I have an interest 
in trauma work and understand that much of the work with this population is related to abuse, 
trauma, and PTSD. I have been trained in Cognitive Behavioral Therapy through my graduate 
program and have had exposure to Dialectical Behavior Therapy in courses and through my 
recent internship. There, I assisted in evaluating adolescent females involved with the Juvenile 
Court on Delinquency, CHINS, care and protection related matters, and participated in case 
consultations, crisis intervention, treatment planning, and resource referral. My experience 
throughout this internship was challenging but rewarding, and it is my goal to continue to work 
with individuals who need support as they rebound from past trauma, and learn life skills and 
coping strategies that will help them to live healthier lives when they renter society. I believe that 
the women at City State deserve to receive quality mental health treatment while they are 
inmates that will assist with their overall rehabilitation. I am confident that the education and 
experience that I can offer will allow me to serve as a well-qualified provider. 
 
I would welcome the opportunity to discuss my qualifications with you in person, and I can be 
reached at (123) 456-7890 or by email at eerd@college.edu. Thank you for your time and 
consideration; I look forward to hearing from you. 
 
Sincerely, 
 
Signature 
Elizabeth Erd 
 


