
Catchy Administrative Assistant Cover Letter
Example

[Your Name]
[Your Address]
[City, State, ZIP Code]
[Email Address]
[Today’s Date]

[Recipient's Name]
[Company's Name]
[Company's Address]
[City, State, ZIP Code]

Dear [Recipient's Name],

As an administrative wizard who thrives on organization and a positive work
environment, I was thrilled to come across the opportunity to bring my magic to
[Company's Name] as an Administrative Assistant.

In my previous role at [Previous Company Name], I successfully managed a
multitude of administrative tasks, ensuring the smooth operation of a bustling office.
From managing schedules to coordinating meetings, and from maintaining
databases to liaising with different departments, I've done it all with a sense of
energy and initiative that I believe sets me apart.

Additionally, my ability to quickly master new technology and software will make me
a valuable asset to your team. I am confident that I can bring my exceptional
organizational skills and a refreshing dose of enthusiasm to your office.

I am excited about the opportunity to contribute to [Company's Name] and am
looking forward to discussing how my skills, creativity, and passion for organization
can benefit your team.

Thank you for considering my application.

Sincerely,
[Your Name]


