Dear Human Resources Director:
My name is Helen Zachary and I currently work for XYZ Corporation in Valencia as an office assistant. I have recently relocated to Los Angeles and would like to find a position as an office assistant in the city. I have always wanted to work for ABC Enterprises’ Los Angeles office, and I would greatly appreciate being considered for an office assistant position. ABC has an excellent reputation nationwide and I would be honored to be associated with such an organization.
Your ad in the L.A. Times indicates that you are looking for an office assistant who has excellent telephone skills as well as proficiency with Excel spreadsheets and pivot tables, Microsoft Word SmartArt for flow charts, Access for database maintenance and PowerPoint for presentations. I have all of these required skills as detailed in my attached rйsumй. Also attached is a reference letter from my current supervisor, Ms. Joan Edwards, who supports my desire to move to ABC. In addition, here at XYZ I organize the annual Heart Walk to benefit the American Heart Association as well as a yearly company talent show that benefits the Battered Women’s Shelter in our community.
I have an Associate’s Degree in Information Technology from Valencia Community College. Right after graduation I began working at XYZ Corporation where I have been working for the past 4 years. It has been my dream to move to L.A. and now that I have made the move I need to find work in the area. I am ready and willing to work in any department at ABC Enterprises where my skills can be beneficial and I am eager to learn as much as possible about the company and its operations.
I hope that you will review my attached resume and application. I am available for a personal or telephone interview at your convenience. I can be reached on my cell phone at 555-555-5555 or by email at [email]
Thank you,
Signature
Helen Zachary
