Administrative Assistant Cover Letter
To,
Michelle Straight,

Human Resource Manager,

Peak Solutions,

London.

12th May 20XX

Dear Mrs. Straight,

I am seeking a position for an administrative assistant position. I have attached my resume for your consideration.

I hold a diploma in Information Technology and ACCA qualifications. I have worked for three years at Top Management as an administrative assistant. My work experience has enabled me to meet targets and deadlines as I have learned to prioritize. Therefore I believe that my services will be of great benefit to your organization.

I look forward to your favorable reply.

Yours Faithfully,

Mike Constant. 
