To,
The Manager- Recruitments,
Axion Management Ltd,
#4, St.Albans,
Hertfordshire,
London, AL1
Date: – 3rd June 2014
Subject: – cover letter for the position of office assistant
Dear Sir,
I am writing in reply to the advertisement of your company in London Times dated 1st June 2014 for the position of office assistant. I possess good experience as an office assistant with about four years of experience in the most reputed marketing firm in Hertfordshire. I feel that I am capable and suitable for the position advertised by your company given my educational qualifications and work experience.
I have read the job responsibilities and requirements of this position and assure you that I am the best fit for this position. Given to my pleasing personality and penchant for offering excellent customer service at all times I have always had a fascination for the position of an office assistant. Besides working for one of the most adored global company as yours will certainly help me to further progress in my career both in terms of position and financial enhancement.
Furthermore I possess good communication skills and good computer and typing skills. If you are looking for an energetic and dependable office assistant for your company then I will surely prove to be an apt choice. I am enclosing my resume for your kind consideration along with this letter.
I will make a call to your office next week to confirm receipt of my resume and also discuss the date and time for my interview with your company.
Hope to hear positively from your end.
Yours sincerely,
Claire Campbell.

