Ralph Robertson
810 Tator Patch Road
Chicago, IL 60605
(333)-582-5879
[email]

Ms. Sandy Ong
Technology Integration Group
1146 Morningview Lane
Westbury, NY 11590

Dear Ms. Sandy Ong,

I am writing to apply for the Marketing Administrative Assistant position now available at Technology Integration Group.

I have earned an associate degree in marketing and extensive knowledge of computer programs such as Microsoft Office, spreadsheets, desktop publishing and word processing. I gained experience performing general clerical work such as answering phones, greeting visitors and filing from working part time with a local company while earning my degree.

I have experience organizing and scheduling conferences and it was my responsibility to inform all participants of the details, so they would be present and prepared for each meeting. I possess excellent research and writing skills needed to prepare reports and other promotional materials used in marketing campaigns. My experience also includes distributing flyers, newsletters and promotional items to potential clients to help increase sales.

I possess strong verbal and writing skills with the ability to work with and provide support to all departments and to work directly with clients to answer any questions or address any concerns they may have. I have the time management and organizational skills to work on multiple tasks with complete efficiency and I always maintain a positive and friendly attitude.

I have a flexible lifestyle so I can travel as needed with short notice to assist with trade shows and company events designed to promote the business. I am creative and have the ability to help come up with marketing ideas that will generate interest in your products. I am energetic, dependable and excited about the possibility of putting my skills to work for your company.

Please call (333)-582-5879 to arrange an interview.

Respectfully,

Signature

Ralph Robertson
