YOUR NAME
Administrative Assistant
Phone Number | Email Address | City, State | LinkedIn




Nov 27, 20XX

John Doe
Hiring Manager
Company Name



Dear Hiring Manager,
I am writing to express my interest in the administrative assistant position at [Company Name] listed on [where you found the job posting]. With a strong background in administrative roles, I am confident in my ability to contribute effectively to your team.

In my previous role at XYZ Company, I demonstrated exceptional organizational skills by managing calendars, scheduling meetings, and coordinating travel arrangements for senior executives. Proficient in Microsoft Office Suite, I created polished documents, presentations, and reports, enhancing overall office productivity.

My attention to detail, discretion in handling confidential information, and excellent communication skills are qualities I believe align well with the requirements of the administrative assistant position at [Company Name]. Eager to bring my skills to contribute to your team’s success.

I am drawn to [Company Name] for its reputation for innovation and positive work environment. I am excited about the opportunity to contribute to a workplace that values [specific aspect of the company culture or values]. Enclosed is my resume for your review.

I welcome the opportunity to discuss how my skills align with your company’s needs. Thank you for considering my application. I look forward to the possibility of an interview.

Sincerely,

Your Name
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