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[Today’s Date]

[Contact Person’s Name]
[Company Name]
[No. & Street Name]
[Town]
[Postcode]
[Contact Person’s No.]
[Contact Person’s Email]

Dear [Mr/Ms/Mx] [Contact Person’s Name],
 
Within 6 months of joining Hampstead Express, I was able to save the company ¬£1,500 in office supplies after researching and suggesting a more affordable supplier. If [Company Name] is looking for an Administrative Assistant with this level of forethought and proactivity, I believe I'm the candidate for you.

I have 5 years of experience and a Level 3 Diploma in Administrative Assistant. In my current role, I provide quality and timely administrative support to a large team across multiple departments. During my tenure, I've shown an exceptional ability to prioritise and complete tasks ahead of deadlines.

I'm confident that your company would benefit from my great skill set, which includes the following:
· Proficiency with several office automation and productivity tools, including Microsoft 365
· Strong attention to detail and organisational skills
· 90 WPM typing speed with near-perfect accuracy

As a firm believer in professional development, I'm currently pursuing the Level 4 Diploma in Business and Administrative Management. I've also enrolled in an online training programme for graphic design to acquire more skills.

I'd be thrilled to bring my experience and diligence to [Company Name]. Feel free to contact me for an interview at your convenience. You may reach me at 07555 555 555 or your.name@gmail.com. Thank you for taking the time to review my application.

Yours sincerely,
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Dear Reader,
 
If you’re struggling to write your cover letter, don’t worry. You’re in good company – everyone struggles with it. For a high-quality cover letter that help you find a job, we recommend consulting the certified experts at Resume Writer Direct. (Yes, they can also help you with your CV!)

Or, here’s some other content that might help you finish your cover letter.

· Cover Letter Builder
· How to Write a Cover Letter
· Cover Letter Examples by Industry

Oh, and by the way, you’re also going to need a CV.

· Free CV Builder
· How to Write a CV
· CV Examples by Industry
 

Best regards,
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