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Following is the example of Administrative Assistant Cover Letter for your CV or Resume . You can download this Administrative Assistant Cover Letter for your CV or Resume in word or pdf format or just view it online to copy and paste. Cover letter of Administrative Assistant Cover Letter for your CV or Resume is also available. Just change the name , addressees , qualification and experience and your Administrative Assistant Cover Letter for your CV or Resume is ready.
Administrative Assistant Cover Letter

Anthony Dickens,
32 S Riverview,
14 Three Elms field,
Garby Stourling, GN
(314) 555-5286.
Date: 25th June, 2009.

Kevin Clarke,
HR Manager, XYZ, Inc.,
4 Tiverton Lane,
London SW,
(512) 555-3909.

Dear Mr. ABC,

I am writing in response to your advertisement on Jobsforyou.com for administrative assistant. During my research I was excited to learn about the current openings for a position of administrative assistant. Your company has excellent record so I am very much interested in joining your organization. I have attached my resume for your consideration.

I have six years of experience as an administrative assistant at Jewish Hospital, Florida. As an experienced assistant, I took care of many daily tasks such as performing secretarial and general office functions to ensure the smooth and efficient operations of the department, providing administrative support for professional and management staff and exceptional service to hospital personnel and visitors to department offices, etc. I have strong educational background. I have completed a Comprehensive Secretarial Course and certified in Business Technology.

I would like to bring my strong work ethic, excellent interpersonal communication skills, and my strong computer skills to your company that I have displayed throughout my career. My resume will detail the required skills and qualifications you seek.

I would welcome the opportunity to meet with you to discuss about requirements for the position you posted and to learn more about your company. Thank you very much for considering my cover letter.

Sincerely,
XYZ

