Judy Jones
100 Broadway Lane
New Parkland, CA 91010
Cell: (555) 987-1234
example-email@example.com
Dear Mr. Maxwell,
I read with great interest your ad for a Senior Administrative Assistant at Axel Petroleum and am submitting my resume for your review and consideration. I hold a Bachelor's Degree in Business Administration and have almost 15 years of experience and increased responsibility.
In my current position at J&L Industries, I supervise a staff of five Administrative Assistants. With feedback from department managers and support staff, I have identified primary job responsibilities so that each employee is clear about what their job entails. This clarification has reduced the number of conflicts and increased cross-training and coverage during busy business cycles.
Having come up through the ranks, I understand what it's like to be an entry-level employee, and have encouraged staff development to improve individual performance and advancement. In addition, I have stayed abreast of changes in technology and consider myself an expert level user of MS Excel, Access and MS Project. With my strong verbal and written communication skills, I often draft company-wide correspondence, saving management the stress of a blank page.
I look forward to discussing this mutually beneficial opportunity, and if we haven't spoken by next week, I'll contact your office to check on the status of this opening. I will be happy to make myself available to suit your schedule. Thank you for your time and consideration.
Regards,
Judy Jones
