
To,
Harry Chadwick
[bookmark: aswift_1_expand]HR Manager
Glow Enterprises Limited
Birmingham
UK
16th  May 20XX
Subject: Cover letter for administrative assistant
Respected Sir,
In reference to your advertisement in the local newspaper, Times Daily, dated 13th May 20XX, I am writing this letter to express my keen interest towards the vacant post of an administrative assistant. After extensively researching about Glow Enterprises Limited, I believe that I would be an ideal candidate for the said post. As you will find from the enclosed resume, I possess an experience of more than 7 years of working at various respectable positions.
After graduating from University of Birmingham, I started my career by working at the post of an intern at The Royal’s Intern Firm. Since then, I have been working hard to progress and hone my potentials in the best possible way. At the post of an administrative assistant at your esteemed organisation, I would function in a well coordinative manner to ensure that the administrative works, maintenance of registers, scheduling of appointments and other organisational works are done and completed in all aspects.
With good communicational skills, assistive abilities and a clear vision towards my work, I am confident about my candidacy. I look forward to meet you over a personal interview.
Thanking you.
Sincerely,
Jacob Mathew

