Office Work Resume Cover Letter

Hiring Manager
Dayjob Ltd
120 Vyse Street
Birmingham
B18 6NF

21st June 2014


Dear Ms Graham,

My ambition, ability and experience have all helped to make me an above average achiever in everything that I have done during my career. It is with this in mind that I confidently submit my application to you regarding your Office Assistant vacancy.

In addition to my general administration and reception skills, I am someone who has an excellent attendance and punctuality record. You can be assured that if you hire me, you will be taking on board a true professional who not only has a genuine interest in the work I do, but also in the people I work with.

At the moment I employed by Barnes Office Supplies as an Office Assistant. I assist with the day-to-day running of the office, and help out in all administrative processes when necessary and needed. It is a diverse role where every day is varied and busy, and where I play a central role in the smooth running of the firms services.

Your company has a reputation for encouraging upwards career moves, this is something that greatly appeals to an ambitious person like me, and is one of the main reasons I am keen to work for you.

I hope you do not mind if I follow up this letter in a few days time with a phone call to your office to discuss the possibility of an interview.

In the meantime I would like to thank you very much for taking the time to review my application.

Yours sincerely,
 

Name
Address 1
Address 2
Tel: 0044 121 638 0026
Email: info@dayjob.com
