
WRITE A COVER LETTER FOR ADMINISTRATIVE ASSISTANT

Download professionally-written administrative assistant cover letter Our state of the art cover letter builder can help you
write a convincing cover letter in.

During my time as administrative assistant at ABC Industries, I utilized many of these skills, and also had the
opportunity to work closely with the marketing department. Furthermore, my proactive nature and my ability
to effectively collaborate with other team members offer additional skills essential to this position. Always
send a thank you. You want your reader to see a series of separate, elegantly outlined points. I believe I can
meet and exceed the expectations you have for this role. Instead, use action words to describe what you
actually achieved for your company. Not sure your resume is ready for the spotlight? Any single typo could be
enough for an employer to throw away your application. Communicating effectively is another one of my
strong suits. To be yourself, avoid phrases that sound too formal or awkward. Close The close, or sometimes
referred to as the wrap up, is an important part of your cover letter. However, I believe that these bullet points
demonstrate that I have the ability to perform the major duties, and train others in how to perform in this role
effectively, should the need arise. A cover letter should never be more than a page, and even a full page is
definitely pushing it. A large part of a job is corporate culture, and employers look for candidates who will fit
in with the company. Industries like technology and manufacturing are not going anywhere. Our letter writer
wrote positively about her best skills. Be patient with yourself, be confident in your abilities, and remember to
take your time. Remember, come up with examples from your experiences to highlight the skills they asked
for in the job posting. Next up, the Introduction This is the part of the cover letter where the research you did
on the company comes in handy. It can also help to clarify what is included on the application, if there is one.
A proven reputation, with a consistent history of exemplary performance reviews and recognition for driving
efficiency improvements to office systems, workflows and processes. Thank you for your time, and have a
great day. After addressing something specific about the company, naturally transition into why you are
interested and why you are the best candidate for the job. Well, there you have it, you now have the tools in
your tool box to start writing a killer admin assistant cover letter.


