 Cover letter for Receptionist Administrative Assistant

In totality cover letter is all about mentioning your skills in a convincing manner which can allow reader to judge your ability to hold the Receptionist Administrative Assistant. Along with your skills you also need to mention the reference as well the position you are applying for.

(Write your name and address)
Sherry Kennedy
2050 Still Pastures Drive
North Augusta,SC
Zip:29841
Sherry.J.Kennedy@pookmail.com
Phone: 803-441-7750
(Write Employer’s name and address)
Jeff Wilner
Unisource Energy Corp
4426 Spring Avenue
Philadelphia
PA

Date: 11-11-2010

Dear Ms.Wilner,
(In first paragraph, include the information like why you are writing, position you are applying for and source of the job listing)
I’m writing to express my interest in the Receptionist Administrative Assistant for your office at North Augusta advertised on Indeed.com . My unique combination of creative abilities, and work experience makes me an ideal person to work at this position.
(In second paragraph, include the summary of your work experience.)
