Administrative Assistant Cover Letter
To,

Mr. James Roderick,

Senior Administrative Supervisor,

ABC Enterprises,

Miami

Date: 2.8.2014

Dear Mr. Roderick,

Subject: Administrative Assistant Cover Letter

I am writing this letter in response to your recruitment advertisement in Today’s Business magazine, dated 25.7.2014, for the position of Administrative Assistant. I am highly interested in the position as my qualifications and job records meet your job requirements effectively. My previous job experiences gave me an explicit insight into the field of administration.

Being a top class scholar at XYZ School of Management I wanted to pertain to a career where I could exhibit my administrative skills. I am skilled in mathematics; possess an exquisite knowledge of English language, and is endowed with good reasoning skills. I have prior job experience as office assistant, executive assistant, and senior supervisor. In due course of these jobs I have gathered the ability to maintain professionalism under pressure, developed strong organizational skills, the skills to hire and recruit prospective employees. I have also worked with my senior manager to develop and research products for the respective organization and participated in numerous job fairs to educate myself on the administrative skills. I have an expertise in organizing data, coordinating the existing staffs according to their skills and proficiency and maintaining a healthy working environment. I prefer team-work and maintaining a good liaison with my supervisors and subordinates.

I will endeavor to perform to my utmost capacity at your enterprise and will prove to be a successful employee. My latest resume has been attached herewith. Thanking you for going through my application and expecting to meet you soon.
Sincerely,

Andy Creek
