Mr Michael Crow
Hiring Manager
Insurance Company
Made Up Road
London
E12 5DD

28th April 2011

Dear Mr Crow

With this cover letter, I am applying for the job you posted on dayjob.com for a knowledgeable and competent office manager. I feel I am suitably qualified for this position due to my relevant work experience, academic qualifications and resourcefulness.
 
I am currently employed as a office manager for Thompson Solicitors and am familiar with the many aspects of such a position in a large corporation: document control, organizing filing systems, staff administration, report writing, budget control, forward planning and team management.

I am particularly attracted to working for your company because of your firm‘s excellent reputation for professionalism and focus on client service. Both of these are points which I believe will help me to develop my skills and career.
 
Realising that the information in this cover letter and my CV cannot adequately convey my personal strengths I would appreciate the opportunity to meet you in person. Please feel free to contact me anytime to arrange a interview at your convenience.

Yours sincerely

Howard Smith
Dayjob Ltd
120 Vyse Street
Birmingham
B18 6NF
Telephone: 0121 638 0026
Email: info@dayjob.com
