Sample Cover Letter For Executive Administrative Assistant

Problem-Solving ♦ Analytical ♦ Detail-Oriented ♦ Confidential ♦ Organized

Date

Name of Hiring Manager
Title
Company
Address
City, State Zip

Dear (Hiring Manager:

A high-performing Executive Administrative Assistant is an essential part of an executive’s or company’s continued success. I bring quantitative and knowledgeable expertise in the ability to oversee all scheduling, correspondence, itineraries as well as confidentially handle any and all functions as a trusted assistant.

I believe you will agree that my qualifications, highlighted in the enclosed résumé, amply demonstrate that I have the drive, track record of results and management experience that can contribute to your company’s growth as well as the administrative integrity you are looking for.

Specifically, I would bring to your company:
• 10 years of experience in executive assistance and office management, administration, event planning, calendar and scheduling development, office asset management and technology integration.
• Excellent operations experience in, budgeting, accounting, customer relations, presentation materials and extraordinary prioritization skills.
• Create innovative and compelling press, social media, and Web site advertising that successfully promotes market share branding initiatives.

Throughout my career, I consistently delivered precise and detailed administrative support in corporate environments, providing customer-centric and valued business acumen within those companies I’ve worked for. If you are looking for an experienced and dedicated executive administrative assistant who will amplify commitment, trust and confidentially as well as someone with a high-energy, can-do attitude, look no further.

May we meet to discuss the value I would add to your company?

Sincerely,
