Aviva Retta 91
Western Road Brighton, East Sussex, England BN1 2NW
Mobile: 07956 654 32 E-Mail: example-email@example.com
Dear Ms. Schwartz,
Looking for a dynamic Personal Assistant? Search no further, because I am ready for the job. With over 11 years’ experience as a Personal Assistant, I will step in and make an immediate contribution to your continued success.
You are seeking someone who can screen all correspondence and inquiries, as well as organise your appointments, and that is exactly what I am prepared to do for you. As a Personal Assistant to author Bella Moore, I coordinated her busy calendar and managed correspondence with fans, media, and professionals alike. In addition, I am a very resourceful person, I work well under tight deadlines, and I am adept at organising a wide range of information and schedules.
I look forward to meeting with you in person this week and discussing the details of this position. In the meantime, please find my CV attached. References are available upon request.
Sincerely,
Aviva Retta

