Abigail Ingram

1 Main Street , New Cityland CA 91010
Home: (555) 322-7337 - example-email@example.com

August 05, 2014

Harold Falge
Bowie Industries

20870 County Route 63

New Cityland, CA 91010

(555) 323-9857

RE: Front Office Assistant, Ref# 567732, 08/05/2014

Dear Mr. Falge,
As an Front Office Assistant with a proven background in administrative support, it is with great excitement that I submit my resume for consideration to become a member of your team. In addition to my formal education and training, my 10+ year history of hands-on experiences make me an excellent match for the unique demands of this opportunity. These points from my resume and professional history highlight outline the qualities I can apply to the Bowie Industries mission:
· Excellent verbal and written communication skills, and the ability to communicate effectively and professionally with all individuals

· Strong proficiency in Microsoft Excel, Word, Outlook, and PowerPoint, email management programs, and client information systems

· I am a quick learner, with a professional and diplomatic telephone demeanor

· A Bachelor of Science degree in Organizational Management from the Shoreheights Collegiate Institute of Technology and Business
My resume provides further detail on my talent for team collaboration and experience as a Front Office Assistant; it is my goal to apply these skills to the progress of a growing company. I look forward to setting up a meeting to discuss in greater detail how I can benefit your organization. In the interim, thank you for reviewing this letter and the attached material.

Sincerely,
Abigail Ingram
