Entry Level Administrative Assistant Cover Letter
To,

Mr. Greg Chapel

Director

Marks and Young‘s Corp.

23rd July 20XX
Respected Sir,

I, Ben Timothy would like to apply to your Corporation for the post of the Entry level administrative assistant. With enough consideration I am enclosing a copy of my resume which shall throw light on my achievements in the administrative section of my previous recruiter’s company named as Vinculum Solutions. I am ready to face challenging situations with responsibility and showcase my administrative skills and exceptional interpersonal qualities.

My experience and my academic report, both with convince you of the fact that I would be just apt for this job position and would do justice to the rapport of the company built on the foundation of hardwork and good employee structure. Thus I would be highly obliged if you consider me as a promising employee and give me a chance.

Thanking you

Yours Faithfully

Ben Timothy
