Administrative Assistant Cover Letter
May Austen
Recruitment Manager,

Helen Services Limited.

89 Aspen High Road,

California, Los Angeles 4561.
Dear Mrs. May,

I would like to express my interest of being a part of your business organization in the position of an administrative assistant. I am aware that there is a vacancy in the same position and so I would like to apply for it.

I have worked as an administrative assistant previously and have a total work experience of three years. I believe that I have strong administrative skills and also have the ability to do multi tasking. I also have experience of improve efficiency and bring down unnecessary costs.

It will be an honor for me to work in a reputed organization like yours. It will contribute towards the growth of my career and will also add to the reputation of the company. I am also enclosing my resume along with the cover letter and hope to get a positive reply from your end.

Thanking you,
Jack Ripper.
