Executive Assistant Cover Letter Sample 3:


Your recent posting for an Executive Assistant indicated requirements that closely match my background and expertise. I have attached my resume to provide a summary of my qualifications for your review. Throughout my career, I have maintained the highest performance standards within a diverse range of administrative functions, including being the “face to the public” and leading a team focused on improving company operations. Further qualifications include:

Strong background in all aspects of office management, from scheduling meetings and coordinating travel to overseeing budget and accounting functions.
Demonstrated capacity to develop and maintain comprehensive administrative processes that improve the efficiency of day-to-day operations.
Knowledge of computer operations including all Microsoft Office applications, proprietary software systems and Internet research.
With excellent organizational and communication skills, an outstanding work ethic, and the ability to work well in both team-oriented and self-directed environments, I am positioned to exceed your expectations. I welcome an opportunity to meet with you to discuss my qualifications and candidacy in further detail. Thank you for your time and consideration.
