Your address:

Date: MM/DD/YYYY
Recipient's address:

Dear Mr. / Mrs. (Last Name),

Please accept my application for the position of a bank administrative assistant position with your bank. I have a deep interest in the field of banking and finance. Your company (mention the name of the company) is reputed and well known for its ever growing financial and banking opportunities. I will be glad to be a part of your company.

As of this year, I have been working in banking industry for last ten years and have fulfilled a variety of key accomplishments during this time. I have graduated from (mention the college and university) with a degree in banking administration. For the first four years I was employed at (mention the firm or bank) where I worked as a customer service representative. Here I was involved with responsibilities such as handling special accounts and investments. I was then promoted to the role of a bank administrator in which I excelled for the last six years.

I am enclosing my resume herewith, which enlists some of my experiences and skills in detail. You could contact me at (insert your contact details) or email me at (mention your email id).

Thanks for the time you took to review my letter. I look forward to hear from you as soon as possible.
Sincerely,

Your name:
