Office Administrator Cover Letter Example
Ms Jane Brown
101 Any Road
Every Town
XX1 1YY
Mr John Smith
ABC Company
All Streets
Any Town
AA1 1ZZ
(Date)
Dear Mr Smith
Application for the post of Administrator
I was very interested to read about the Administrator vacancy within your company and enclose my CV for you to consider.
I have a good range of office experience, including secretarial work, diary management, data entry, reception, spreadsheets and setting up and maintaining databases. I have also arranged meetings, dealt with invoices and other accounts information and taken minutes at formal meetings.
I work confidently and efficiently with the Microsoft Office software suite, e-mail and intranet systems. I am particularly skilled at formatting and improving the layout of Board and management documents and presentations.
I understand the importance of office procedures and feel sure that I can provide you with a reliable and accurate service. I am an effective team worker who can develop good working relationships with colleagues and managers alike. I really feel that I can exceed the requirements of the post and am enthusiastic about the type of work that ABC Company does.
I would be pleased to attend for interview at your convenience to allow me to discuss my experience and qualities further. My full contact details can be found on my CV.
Thank you for your consideration.
Yours sincerely
Jane Brown
