Martha Glen
5433 Hilton Apartments, Oakland, CA 87443
Cellular: (003) 444-5555, Home: (005) 222-6666
martha @ email . com
March 25, 2016

Mr. Alan Shore
Hiring Manager
Honda Motors
912 Spring Square
Oakland, CA 87443
 
Dear Mr. Shore:

As a highly organized and driven individual, I would like to be considered for an Executive Assistant position at Honda Motors. My executive support and office management skills closely complements your job description.

My relevant talents include:
❖ Well versed in processing information through transcribing, formatting, retrieving and text transferring
❖ Customer oriented approach with exceptional communication skills and ample knowledge of front desk protocols
❖ Adept at operating all kinds of office based computerized databases
❖ Advance user of MS Word, Excel and PowerPoint
❖ Detail oriented individual who is capable of taking instructions accurately

The attached resume contains complete details of my relevant attributes. I would welcome an opportunity to meet with you at your earliest convenience to discuss my candidacy in detail.

Thank you for your time and consideration.
 
Sincerely,

Martha Glen
