Moira Hamilton
Jolt Technologies

234 Gill Street

New Cityland, CA 91010

(555) 310-4499

RE: Admin Executive, Ref# 083211, 07/20/2014

Dear Ms. Hamilton,
I am writing to express my sincere interest in the available Admin Executive position. I have been employed at Oasis Agency for the last three years as an Administrative Assistant and I fully believe that during this time I have acquired the necessary training and skills needed to take on the responsibilities of the role outlined in your Craigslist ad.
My experience includes organizing meetings, taking minutes, distributing agendas, producing yearly reports and overseeing specialized tasks for the company. My duties also include assisting other staff members and acting as a go between for staff and management.
I possess advanced Microsoft Office Suite skills that include working with spreadsheets and I have outstanding management skills. My hours are flexible so I can adhere to any work schedule and traveling for business meetings and special events is not a problem. In addition to my experience and skills that I have acquired through the years, I have a personal agenda to pursue my career and meet special goals that I have set for myself.
The attached resume provides further detail about how my qualifications and background are a match for your team's needs. I welcome the opportunity to further discuss how I can apply my strengths to the progress of Jolt Technologies. I appreciate your taking the time to review my credentials and experience.

Sincerely,
Payton Navarro

