BUSINESS OFFICE ASSISTANT COVER LETTER
To,
T.L Michael Parker
Human Resource Manager
NCP Telecommunications Ltd.
2006 Foggy Mountain Swale
Antiquity St., GA 30238-2700
Dated:  4th of August 2012
Subject: Application for the position of a business office assistant
Respected Mr. Parker,
I came across your job posting for a Business Office Assistant on indeed.com. I believe I have all the necessary qualities that are required for this job.
I have graduated from Ryerson University. I have more than 4 years of experience as an office assistant. I have strong communication skills. I can manage time effectively and known for being extremely organized and responsible. I am currently working with a telecommunication company where my responsibilities include creating reports, providing information to callers, scheduling appointments and assigning duties. I have a good knowledge of Microsoft Word, Excel and Outlook. I also have the ability to prioritize projects and complete within previously stated deadline.
I am enclosing my resume along with my application. It would provide you with all the necessary details about my background and skills. I would appreciate the opportunity to meet with you in person for an interview. Looking forward to a positive response from your end.
Thanks & Regards,
Lucy M. Hill
