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The HR,
ABC Federal Credit Union
6th June 20XX

Sub :- Application for entry level administrative assistant
Dear Sir,

I am profoundly intrigued with the position of an Administrative Assistant at ABC Federal Credit Union, as advertised in the London Times on 5th June 20XX. Along with my diploma in Office Administration and six months’ internship experience, I am confident that I can contribute efficaciously and to become a key member of ABC Federal Credit Union.

I have a variety of administrative skills, cognizance and experiences which exclusively qualifies me for this position. Some of my major strengths include:
Well-versed in performing compulsory clerical functions; reception handling, filing, e-mail management, preparing schedules and peregrinates, and managing calendars and diary

Skilled in a variety of office software such as Microsoft Word, Excel, Power Point, Access and Tally
Enclosed is my curriculum vita for your review. I look forward to meeting with you to verbalize about this position further.

Thank you for considering my qualifications for Administrative Assistant position at ABC Federal Credit Union.
Regards,
Allen Femorie


