

Student Outreach and Recruitment Program
Sample Email to Colleges and Universities
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Dear (Name):
I’m writing on behalf of the Department of Veterans Affairs (VA) to inquire about who would be the best contact at your career center to discuss sharing information about employment opportunities at VA. We are interested in learning about the services available to employers through your career center that would allow us to engage with students and student organizations.
VA is the second largest Federal agency and employs more than 360,000 people nationwide. Our employees provide world-class medical, financial, and memorial services to more than 26 million Veterans and their families. As an employer of choice, VA offers competitive salaries, amazing federal benefits, generous paid leave, exceptional education support, flexible work schedules, and work-life balance—everything that today’s new hires seek in a job. 
We take a three-pronged approach to applicant recruitment and outreach: 
We attend career fairs and conferences to meet students, showcase VA career opportunities, and offer tips on topics such as creating a Federal résumé and applying for jobs on the www.USAJobs.gov website.
We host on-campus information sessions for students during the school year to discuss VA hiring opportunities, benefits, and workplace culture. 
We develop relationships with key academic advisors and faculty members who are interested in helping students and alumni achieve their career goals.
To get started, we would like to send you (or the best contact) our new career center toolkit, which provides detailed information about careers at VA and includes materials that can be distributed to students who come to the career center, job fairs, and other events.
We are looking forward to a long-term partnership with [name of college or university] and to spreading the word about careers at VA. I will contact you by phone [in a week or specify when] to further discuss opportunities. In the meantime, you can reach me by phone at XXX-XXX-XXXX or email to JaneDoe@va.gov. 
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