Grace Harvey
560 Inky Lane | Seattle, WA 84443 | (004) 222-3333 | grace @ email . com
January 11, 2015

Ms. Jane Klein
HR Manager
Yale Associates
45 Seasons Sq
Seattle, WA 84443
 
Dear Ms. Klein:

our advertised vacancy for personal assistant grabbed my attention since I am fully qualified to fill in the position. Following is a brief overview of my job relevant attributes:
● Remarkable analytical skills with great attention to detail
● Strong ability to prioritize tasks and manage time
● Well versed in MS office suite, windows 7, 8 and outlook operations
● A self starter with a strong desire to excel in every task

Highly motivated, I am willing to learn and acquire whatever additional competencies might be demanded by the role. In addition, I am knowledgeable in coordinating staff meetings, maintaining personal calendar and acting as primary source of communication with visitors.

During my education, I have always been a great team player and my exceptional interpersonal skills have also been an asset throughout my school and college life. I bring the same passion and motivation to Yale Associates in capacity of a Personal Assistant.

Ms. Klein, I am confident that my relevant training and expertise in office assistance will strongly contribute to your firm’s overall efficiency. I would appreciate the opportunity to discuss with you the personal assistant position further and to demonstrate how I could fit perfectly in the role. I shall call you in the following week to set up an interview date and time. In the meanwhile, I’d be happy to answer any queries you might have regarding my qualifications at (008) 333-2222.
 
Sincerely,

(Signatures)
Grace Harvey
