Admin Clerk Job Application Letter
Julie Brendia
123 Main Street, San Francisco, CA 94122
Home : 415-555-0000 Cell: 415-555-0000
email@example.com

Dear Ms. Cummings,
I am writing to convey my interest and suitability for your Admin Clerk position. With a proven track record of high quality service I can bring to your organization an acute attention to detail and unwavering ability to handle challenging deadlines and tasks.
For the past seven years as an advertising sales admin clerk at The Daily News I have managed tight scheduling billing and production deadlines with ease. With honed problem-solving skills I enjoy working collaboratively with teammates and clients to create a smooth workflow. I am detail-oriented and analytical and I relish the challenge of providing superb customer service even in difficult situations. I have meticulous data entry billing scheduling record-keeping and organizational skills that are perfectly suited to your admin clerk role. As an experienced admin assistant well-versed in computer applications I can master your organization's specialized software quickly and easily to ensure that production continues fluidly without interruption. I conduct myself professionally at all times and I work relentlessly to provide outstanding service to colleagues and clients.
I am confident that my skills and talents are the best fit for your organization's goals for the future. I look forward to speaking with you about the position.
Best Regards,
Julie Brendia
