Administrative Officer Cover Letter Sample
Torque Earnest 
Jolly Urchins Mansion, 
Mermaid Arena, Residential Lines - 8, 
Michigan. 
torque.earnest@inmail.com 
Contact Number - (787) 0000 787 

03/28/2011 

Kingsley Ernest 
Human Resources Manager 
Human Resources Department 
Central School Administration 
The Educationists Avenue, Marketing Lines - 13, 
Michigan.
Re: Application for the post of Administrative Officer
Mr. Kingsley Ernest,
I write this letter with reference to the vacant post of Administrative Officer in Central School Administration. I came to know of the vacancy through the website centralschool.org. I have been in two state government schools before serving as an Administrative Assistant Officer since a year. I am very apt in two computer languages and have designed the website layout for the reputed schools I have worked with. Kindly find the proof in the documents attached along with this letter.
I earnestly hope you will consider my application. Thanking you in anticipation. You can call or email me on the details mentioned above.
Sincerely Yours, 
Signature Torque Earnest.
Enclosures:
1. Resume
2. Letter of Recommendation
3. Experience Letter
4. Relieving Letter
5. Copies of Identity Proof
6. Copies of Address Proof
7. Educational Certificates
8. Copies of Latest Salary Slip


