

Subject: Cover letter for the sales administrator job position.
Dear Mrs. Packard
My name is John Keats and I am writing this letter to apply for the position of the sales administrator about whose vacancy I got to know through the official company website.
I have acquired appropriate education which equips me with all the knowledge to work in sales. Also my previous experience, however limited has taught me a lot of tact to handle and administer the tasks in the sales department. I am well versed with all the computer programs and the software that may be used for sales related operations. My professional traits include optimum time allocation, dedication, good organisation skills and an eye for detail. I believe I am perfectly suitable for this job.
I also want to assure you that I will work to the best of my abilities if given the opportunity to work in the organisation at the stated position. Please consider my application and keep me posted about the employment status of the position.
Thanking you
Mr. John Keats
Contact No.: XXXXXXXXXX









