	
	
	

	February 19, 2014
Mr. Brad Edwards, Vice President

The Business Corporation

1234 Main Street

Denver, CO 80111
Dear (person in charge of hiring):

	


I recently reviewed the position of Executive Assistant on the blah blah blah website and am very interested in this position. I possess a strong understanding for the need of solid administrative support in order to sustain various business practices. This passion, combined with more than 12 years of administrative expertise and knowledge of operations management, will support the mission and strategic goals of your company and create profitable results. I have summarized my qualifications based on the job description outlined on the website and highlighted my experience that meets and exceeds the position responsibilities. 

Similar to summary of qualifications but not exactly the same, should be short and sweet
	Your Requirements (the 3-4 main ones)
	My Qualifications

	
	

	2-3 years of corporate or general training experience, with sales experience preferred 
	Formally trained educator with experience training a diverse workforce, with additional formal training in sales management and a Bachelors Degree in Education

	 
	

	Competent in technical knowledge, including computer skills and knowledge of software applications 
	Broad based knowledge and practical application of conducting thorough research, analyzing information, and providing recommendations to a diverse workforce with the ability to identify and compile information into professional Microsoft Office products and develop training methods from the results

	
	

	Strong interpersonal skills and the ability to successfully interact and communicate with all levels of the organization
	Professionally collaborated with all levels of an organization, to include, President, Vice President, Directors, Managers, and Associates regarding the development of training programs, marketing, and philanthropy

	
	

	Knowledge of classroom technology and excellent presentation skills
	Integrated technology, such as Smart Boards, into curriculum, supplementing classroom lectures and developing students’ word processing and researching skills 

	
	


I work well in a fast paced environment and enjoy creatively solving problems and issues. My high level of professionalism and solid communication skills support my work both individually and in a team setting. I am confident that my skills and previous experience will be an asset to your organization and I look forward to hearing from you to further discuss my qualifications. I can be reached by phone (phone number) or email (email address) at your earliest convenience. Thank you for your time and attention.

Sincerely,

