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Harry Paul
General Manager
Fortune Enterprises Limited

Date: 23rd November 20XX
Subject: Cover Letter for the Post of Office Administrator
Respected Sir,

As I was browsing the net for some career opportunities, web posting on your company’s website caught my interest and I am submitting this letter to apply my candidacy for the post of an office administrator. I have carefully reviewed the job description that was mentioned and I strongly believe that my job profile would be a best match. I hold an experience of more than 5 years, working as an official head at Royal’s firm.

As you will find from the enclosed resume, my educational profile reflects that I have been a meritorious student of University of Buckingham, with a Master’s degree in business administration. My years of experience has skilled me to manage my duties with higher level of professionalism, such as assigning duties to the employees, maintaining registers, administering customer relationships, managing floor activities and overseeing other organizational tasks. I possess excellent verbal skills to communicate effectively with clients and staff.

I would be grateful to you if you welcome me with an opportunity of a personal interview with you. Please consider the enclosed resume to have full details about my professionalism, education and expertise.
Thanking you in anticipation.

Sincerely,
Charles Martin



