
Junior 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],

I am writing to apply for the Junior Administrative Assistant position at [Company's
Name] that was advertised on [Job Board/Company Website]. As an ambitious
professional with a strong educational background and keen interest in
administrative tasks, I believe I could make a significant contribution to your team.

In my previous role as an intern at [Previous Company Name], I gained valuable
experience in managing calendars, handling correspondence, and maintaining
databases. I also developed strong multitasking skills, a knack for problem-solving,
and a genuine passion for supporting teams in achieving their objectives.

I am eager to bring my positive attitude, dedication, and administrative skills to the
Junior Administrative Assistant role at [Company's Name]. I am confident that I
would be an asset to your team and would appreciate the opportunity to learn from
your esteemed organization.

Thank you for considering my application. I am eager to discuss how my
background and skills would fit in and contribute to your team.

Sincerely,
[Your Name]


