Your Name
222 Every Road, Any Town, AA1 1BB
________________________________________________________
Mrs Jane Smith
ABC Company
All Streets
Any Town
YY1 1ZZ
(Date)
Dear Sir/Madam,
Application for the role of Personal Assistant
I would like to apply for the role of Personal Assistant which I have seen advertised in (which publication and when).
I have been working in an administrative role for over 5 years and enjoy this kind of role as I enjoy organising my workload, learning new skills and helping my Managers to manage their own workloads better.
I have excellent typing skills; I can build good relationships with my suppliers and have been responsible for buying in stationery, products and gifts as required. I like to research and make sure that I get competitive quotes for the business.
I have a friendly but strong personality, I like to get my work done and will ensure that this happens at all times. I do not like to leave work undone.
I have enclosed my CV for your consideration. Should you be interested in my skills, please do not hesitate to contact me and I will be happy to answer any questions that you may have.
[bookmark: aswift_3_expand][bookmark: aswift_3_anchor]Thank you for taking the time to read my letter and CV.
Yours sincerely
NAME SURNAME

