Christine Graham
Hiring Manager
Dayjob Ltd
120 Vyse Street
Birmingham
B18 6NF

10th May 2015


Dear Ms Graham,

From reading your advert on the Dayjob.com website, I believe your company is in need of a capable Business Office Manager like myself who has a track record of coming up with sustainable solutions to complex office management issues.

I am an organized, detail oriented professional who is able to work independently, prioritize work, and exercise good judgment. I can ensure the efficient functioning of your day-to-day office operations, administrative functions and staff management.

I understand that every company is different and has different requirements, which is why I always tailor my approach to suit a specific situation at hand. Everything I do will be aimed at relieving pressure on your senior manager so that they have more time to concentrate on running their business and not have to worry about run of the mill office matters.

I have previously led administrative teams at Northern Products, where I developed the admin team from a staff of 5 to a team of over 50. At work I am involved in everything that goes on in my domain, from maintaining adequate office supplies to repairing equipment, controlling costs and managing the switchboard.

Right now I want to join a company that operates its business in a way that makes everyone proud to work there.

If required I can furnish you with a set of excellent references, also in addition to this letter I also enclose my most current resume. If after reviewing it you feel I have the potential you are looking for in a candidate then do not hesitate to contact me as regards to an interview.

Yours sincerely,
 

Name
Address 1
Address 2
Tel: 0044 121 638 0026
Email: info@dayjob.com
