John Davis
524 Eleventh Street
New York, NY 12547
(000) 909-0987
j.davis @ email . com
July 11, 2015
Ms. Sara Andrew
Hiring Manager
NYU Langone Medical Center
58 Some Street
New York, NY 19987
 
Dear Ms. Andrew:
I want to express my sincere appreciation to you and your energetic team for the kindness extended to me during my administrative assistant interview on July 10. I enjoyed all the angles of discussion and, consequently, more enthusiastic about the Administrative Assistant position at NYU Langone Medical Center.
I am aware of the significance of Administrative Assistant role, and based on my skills and expertise I am confident that I can contribute effectively to your bottom line. My educational courses in administration and first-hand experience in office support arena will be an asset to NYU Langone Medical Center.
Specifically, I will bring the following attributes to your facility:
● Track record of performing all kinds of office duties including paperwork, records maintenance and general administration
● Demonstrated ability to transcribe dictation, type correspondence, and maintain office supplies
● Well-versed in managing budgets and expenditures
● Special talent for answering phones and prioritizing work
● Documented success in arranging meetings and distributing agenda
● Keen attention to detail with high level of confidentiality and professionalism
Again, Ms. Sara Andrew, I very much grateful to you and your staff for taking out the time to talk with me about this exciting opportunity. I look forward to seeing you in the second interview.
 
Sincerely,
(Signature)
John Davis

