Administrative Assistant Cover Letter

August 1, 20XX
Mr. Huge Jackman
HR Manager
Blue Mount Pvt. Ltd.
Westland, MI

Dear Mr. Jackman
Re: Application for Administrative Assistant Job Position

I wish to apply for the Administrative Assistant job position as advertised by you on LinkedIn.com. I have attached my resume addressing the position requirements.

I am a self-motivated administrative assistant with 17+ years of professional experience in national as well as multi-national companies. My previous job experiences have endowed me with exceptional administrative, management and financial skills.

My current job position as an administrative assistant with ABC Pvt. Ltd. offers me to perform duties like coordinating work schedules of senior executives, organize meetings and events, act as liaison to senior leaders & customers, drafting memos, screen phone calls and incoming mails, generating expense reports and many more.

I look forward for an opportunity to personally meet up and discuss my capabilities that would help your organization.

Thank you for your time and consideration. Have a good day.

Yours sincerely,
Freddie Casella.
