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Dear Hiring Manager,
I am excited to apply for the executive assistant position at [Company Name]. With over five years of experience providing high-level administrative support to executives, I have honed my skills in organization, communication, and project management. I am confident that my background and dedication to efficiency would allow me to contribute positively to your team.
In my current role at [Current Company Name], I manage schedules, coordinate meetings, and handle confidential information for a team of senior executives. I understand the importance of anticipating needs, staying adaptable, and managing multiple priorities. For example, in the last year alone, I streamlined our scheduling process and implemented new digital tools, reducing time spent on calendar management by 25%.
Beyond my technical skills, I am committed to fostering a positive and productive environment. My colleagues appreciate my attention to detail, proactive approach, and clear communication style. I am adept at managing travel logistics, preparing reports, and collaborating across departments to ensure projects run smoothly.
I am particularly drawn to this role because of [Company Name]’s commitment to innovation and growth. I am eager to bring my experience and enthusiasm to your team, supporting [Executive or Department Name] and contributing to your mission.
Thank you for considering my application. I look forward to the opportunity to discuss how my background and skills align with the goals of your organization.

Warm regards,
Your Name
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