Jeremy Manager
All Stores
London
E3

DATE

Dear HR / Recruitment Manager,

Application for the vacancy of Executive Assistant.

I am presenting my CV for the position advertised in (where the job was found). I think that thanks to my personal attitude and background I could be the perfect fit for this position.

I am a skilled and enthusiastic Administrative Professional with X years of experience as Executive Assistant and Office Manager. During my working experience, I have supported many companies and top-level Executives by efficiently leading and managing all office-related duties and responsibilities. I am competitive and with a strong desire to succeed and to maximize opportunities, I am eager to learn new things and always trying to find new ways to make things more efficient and to improve offices and Managers’ lives.

I am a resourceful and trustworthy employee with excellent problem solving skills. I have well developed also time management abilities and ability to organize efficiently tasks and meetings, both for myself and for others.

I am available for interview at a time convenient for yourselves, and I would be pleased to attend for interview at your convenience to allow me to discuss my experience and qualities further. My full contact details can be found on my CV.

Many thanks for your time, and I hope to hear from you in the near future.

Applicant Name

Yours sincerely
