Emma Hansen
123 Main Street, San Francisco, CA 94122
Home : 415-555-0000 Cell: 415-555-0000
email@example.com

Dear Ms. Johnson,
In response to your recent advertisement I am extremely interested in your marketing administrative assistant position at Parkland Health Center. A recent graduate in marketing communications I can bring an organized informed and energetic spirit to the role.
Currently I work as an administrative assistant at NP Insurance where I organize agent files and claims provide information to prospective clients and respond to client requests. As the first point of contact with existing and potential clients I use my professional communication skills and unflappable demeanor every day. I am self-directed analytical and work well in team settings.With my organizational and marketing training I can step into your marketing administrative assistant position quickly and easily. As a marketing intern at AZ Energy I successfully coordinated an event within three weeks of my arrival. I will bring this same energy and skill to your marketing administrative assistant role and I am uniquely qualified to help your marketing team achieve Parkland Health Center's goals.
My organizational and communication skills are top-notch and uniquely suited to your organization's marketing administrative assistant duties. I am available anytime to discuss my experience and your marketing administrative assistant position. I look forward to hearing from you.
Best Regards,
Emma Hansen

