Skylar Ferguson
123 Main Street, San Francisco, CA 94122
Home : 415-555-0000 Cell: 415-555-0000
email@example.com
Dear Mr. Martin,

I am writing to apply for your Personal Assistant position. I am a professional with over 15 years of secretarial and managerial experience. In my current position as Executive Secretary with Klondike Industries I manage the daily schedule of the company CEO answer phone calls to the executive office and prepare documents among other duties.

I thrive on organization and am incredibly detail oriented. My time management is impeccable and I am able to handle a number of tasks at once. One of my favorite parts of my current job is in helping the company CEO to keep his affairs in order. I have received a number of compliments from past employers on my ability to efficiently ensure that personal details are kept in order. It would be a thrill to be able to bring that level of dedication in helping to meet your individual needs as your Personal Assistant.

I have no doubt that I possess the abilities and traits you seek in a Personal Assistant. If you agree I hope you will contact me soon for an interview. I thank you for your consideration and will be anxiously anticipating your call.

Sincerely,

Skylar Ferguson

