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Bane Hudson
Recruitment Manager
Glen Technologies Limited
45 Off Shore Road
Dated:  21st of May 20XX

Subject: Cover Letter for the position of a administrative assistant
Respected Mr. Hudson,

I came across the information posted by your company website regarding the vacancy in the position of a administrative assistant. I would like to apply for the particular job position as I believe that I have skills and knowledge required for this job position.

I have always been keen in being a part of your organization. I have been working in the administrative field since last four years and have three years of work experience in the position of a administrative assistant. I am currently working with GL Technologies Limited since last two years in similar position. In my present job, I have to take notes as advised by the administrative person I am assisting. 
 I am looking forward to get a positive reply from your end.

Regards,
Jack Sparrow



