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RE: Administrative Officer Job Listing





Dear Ms. Vincennes,





It is with great pleasure that I submit this letter of interest for the Administrative Officer position at Yeux D'or. I am a seasoned Administrative Officer with over 7 years of high-level experience in managing projects and working with the top officers of multiple administrations.





In my current position as Administrative Officer at From Homeless to Hopeful, I not only manage the daily activities and projects of the office, but I serve as a liaison between different departments, including accounting, construction and legal. I also acquire necessary permits for construction, which helped in the creation of 102 new homes in the past two years. My drive for problem-solving and overcoming bureaucratic hurdles would translate well to acquiring overseas permits and permissions for your firm.

I provide here a brief summary of my skills and duties that align with the responsibilities you'd like your new AO to have. However, I respectfully ask that you see my attached resume for a full picture of what I can offer Yeux D'or.
· Entrusted with budgets exceeding $2,000,000
· Worked with state and local agencies to complete municipal projects.
· Coordinated between executive teams and multiple departments.
· Wrote and won grants.





Thank you for your consideration. I will call your office in the next few days to arrange a time to interview.





Respectfully,
Eilana Garner


