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[Today’s Date]
[Hiring Manager’s Name]
[341 Company Address]
[Company City, State, xxxxx]
[(xxx) xxx-xxxx]
[hiring.manager@gmail.com]

Dear [Mr./Ms./Mrs.] [Manager’s Name],
Please accept my enclosed application for the position of secretary at [Company Name]. Having read through your job description, I am certain that I would be a fantastic fit for your organization after my numerous accomplishments and nine years of secretarial experience.
At my current firm, Chai & Associates, I am a valuable member of the team and an important pillar of organizational support. My responsibilities include maintaining partners’ schedules, keeping records, making travel arrangements, and managing office organization and general workflow from supporting staff members. I am responsible for our firm’s “Go Green” initiative, where we have shifted from paper to digital in 85 percent of work and communication. Not only have my efforts been environmentally friendly, but they have also saved the firm roughly $4,500 in paper, ink, and supplies costs over the past two years.
Other notable experience and achievements include:
· Trained and managed all administrative staff over the past five years during firm expansion
· Maintained confidentiality of highly sensitive corporate and financial resources
· Managed all firm documentation and all administrative correspondence, as well as prepared bi-weekly reports for firm partners
My attached resume further illustrates my duties and accomplishments at Chai & Associates, as well as the totality of my nine years of experience at other companies and organizations.
I would very much appreciate the chance to join [Company Name] and contribute to your future success. My skills and background make me a candidate capable of creating a stress-free and efficient office environment for executives and employees alike. Rest assured, I will meet and surpass expectations in this role. I am looking forward to hearing back from you, and I would jump at the opportunity for an interview. Thank you for your consideration.
Sincerely,
[Your Name]
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Dear Job Seeker,
PLEASE note that you *must* install the font files to make this cover letter template work perfectly. It’s very simple to do – just follow the instructions in the “Read Me” file in the Zip file you downloaded this template from.
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 will land you employment, we recommend consulting the certified experts at Resume Writer Direct. (Yep, they can also help you with your resume!)
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 resume.
· Free Resume Builder
· How to Write a Resume
· Resume Samples by Industry


Best regards, 


[image: Shape

Description automatically generated with medium confidence]



image4.png
ResumeGenius




image5.png




image1.png




image2.png




image3.png




