September 14, 2014
Erick B. Pettiford 
HR Manager,
Simons Co.,
Baltimore, MD
Re: Application for Office Assistant Job Position
Dear Mr. Pettiford,
I am writing in response to the advertisement published by you in the Baltimore Times dated September 14, 2014 regarding the requirement of an office assistant job position. I have attached my resume addressing the position requirements.
I am a Business Administration graduate with 6+ years of professional experience in the field of office administration, management and executive support service. My experience has gained me several skills and proficiencies that will help me in serving your organization and meet your job description requirements.
Currently I am working with Walford Co. Baltimore, MD as an office assistant and my job duties here include office administration, housekeeping management, front desk support, tracking orders and supplies, executive support, organizing travels, and many more.
I have attached my personal resume for more information about my skills and experiences. I look forward for an opportunity for a personal interview where we could discuss more on my eligibility for the applied job position.
Thank you for your time and consideration.
Yours sincerely,
