
I am writing to express my interest in the Office Manager position that you currently have listed.
In the last nine plus (9+) years as a Commercial Lending Administrator, six (6) of which serving executive-level officers, I have developed the skills that ensure the highest level of competence, time management and confidentiality. Having worked in executive offices, I have a vast understanding of the importance in acting as a liaison allowing for the executives’ time to be maximized as well as assisting in any way I can in order to reach the company/executives’ goals.

Allow me to highlight my strengths:
· Proficient in Microsoft Office (Word, Excel, PowerPoint, Outlook, etc.) as well as various database applications and the internet.
· Experienced in bookkeeping, billing, payroll systems, requisitions, AP/AR, etc.
· Exceptional level of professionalism and award-recognized level of service to customers and internal colleagues.
· Unsurpassed organizational and streamlining skills as well as time management skills.
· Type >70 wpm and ten-key by touch.
Most importantly, I quickly learn your preferences, your goals and objectives, and I’ll do my very best to aid in the leadership of your company. I would appreciate the opportunity to present in greater detail the contributions I would make as your Executive Assistant.





