Cover Letter: Part Time Administrator Assistant
Dear Sir/Madam,
Re: Application for a Part Time Administrator Assistant 
I would like to apply for the role I have seen advertised as a Part Time Admin person and have enclosed my CV.
I have previous admin experience over (how many years) and I am now looking for a role on a part time basis as advertised as I have a young child who is at school and I am only able to work during school hours.
I am very keen to still continue with a career and keen to keep working and learning on this basis.
I am very experienced in Microsoft Office packages including Word, Excel and PowerPoint and I have a typing speed of (do you know how much?). I am confident when answering the telephone and taking calls as well as dealing with people on a face to face basis.
I believe I am an organised individual who enjoys getting the work done in a timely and efficient manner.

If you would be interested in my skills and think I would fit into your company please do not hesitate to contact me and I will be happy to answer any questions you may have.
Thank you in advance for reading my application.
Yours sincerely
NAME SURNAME
