
Administrative Assistant Email Cover Letter
Example

Subject: Administrative Assistant Application - [Your Name]

Dear [Recipient's Name],

I am writing to express my interest in the Administrative Assistant position at
[Company's Name], as advertised on [Job Board/Company Website]. I am a
dedicated professional with over [number] years of experience in administrative
roles, and I believe I would be a valuable addition to your team.

In my previous role at [Previous Company Name], I demonstrated strong
organizational skills in managing multiple administrative tasks, including [specific
tasks]. I also have extensive experience with various software applications including
[software], which I understand is integral to this role.

I am highly motivated, dedicated, and committed to ensuring smooth office
operations. I believe that my experience and strong attention to detail would make
me a valuable asset to your team at [Company's Name].

I have attached my resume for your consideration and look forward to the
opportunity to further discuss my qualifications.

Thank you for considering my application.

Best regards,

[Your Name]
[Your Contact Information]


