Wayne Poole 
4473 Meadow Drive 
Oklahoma City, OK 73135 
Phone: (111) 904-8925 
E-mail: wpoole@nomail.org 

Mr. Stevenson 
Personnel Manager, 
Apex Financials Inc., 
288, Domain Central Complex, 
Lawton, OK 567896 

October 2, 2010 

Dear Mr. Stevenson, 

I want to use this opportunity to extend my deepest appreciation for giving me the opportunity to introduce myself and also submit my resume for your consideration for the position of a supervisory office assistant in your company. I have varied experiences in this field which span over eight years in three different organizations and I am enthusiastic about contributing my professional experience and abilities towards the advancement of one of the foremost financial organizations in the state of Oklahoma. 

I started my clerical career as a trainee office assistant in an accounting firm and this provided me with the background I needed for moving on to other financial organizations. My next stop was at an auditing firm as a junior office assistant and my current position is with Tulsa Investment Company where I hold a supervisory administrative assistant role. These positions have all contributed in different ways to my grasp of and proficiency in the discharge of administrative clerical duties in a financial setting. 

I have extensive knowledge in the use of different financial and statistical software packages used in the compilation of information required by accountants and other professionals in financial organizations. Furthermore, I can handle a variety of spreadsheet packages and I am also skilful in verifying the accuracy and wholeness of statistical data. My various roles in the different companies have allowed me develop an ability to multitask and also handle disparate responsibilities efficiently. 

My educational background consists of a diploma and a bachelor’s degree in secretarial and administrative duties. I have also attended different seminars and trainings that have helped in developing my abilities and these can be of immense help to your organization. 

I believe your organization will provide an opportunity for career advancement which is limited at the company where I am currently employed. Furthermore, a move to your offices in Lawton will bring me closer to my relatives. I have attached letters of recommendation from my previous employers to serve as proof of the sterling services I rendered when I was employed there. 

I look forward to meeting with you personally to discuss employment options as I feel that I am an asset to your company. Thank you once again for taking the time and effort out of your busy schedule to consider my application. 

Yours respectfully, 

Wayne Poole
