Administration Executive Assistant Cover Letter

To,

Mr. Peter Reynolds

Head, administrative department

Florence and Co.

London

27th July 20x
Respected Mr. Reynolds

I, Jonathan Weiss would like to bring to your kind notice that I am highly interested in getting a job as the administration executive assistant in your department and company. I am fully aware of the kind of responsibilities associated with this job and in view of that I am enclosing my resume which shall give you an idea of my suitability for this job. I would also like to share with you that I have worked at a similar job position at Martin’s Fashion house for 4 years and gained a bundle of knowledge and experience.

My administrative skills as well as my leadership qualities both seem to be perfect for this job and I assure you that I am willing to put in my 100% for the same. Thus, I will be highly obliged if you consider me.

Thanking you

Sincerely

Jonathan Weiss

