


	OFFICE ADMINISTRATOR COVER LETTER EXAMPLE

	74 Gable Avenue, Topeka, KS 66647 •  your.name@email.com •  (785) 047-1701



[Today’s Date]

[Hiring Manager’s Name]
123 Company Address
Company’s City, State, Zip Code
(xxx) xxx-xxxx
hiring.manager@gmail.com
 
Dear [Mr./Ms./Mx.] [Hiring Manager’s Last Name],
 
I’m responding to the advertisement for the position of Office Manager. As an accomplished managerial expert with 6+ years of experience planning complex office endeavours, I’m confident I can be instrumental to your organization’s growth.

Throughout my professional career, I’ve honed my expertise in performing HR obligations, such as overseeing $1,000,000 worth of office assets and planning 320+ company-wide events. For example, I helped reduce office costs by 15% after conducting audits and negotiating prices with different suppliers. I’ve also been personally commended by NorthWest Hardwood’s CEO as being “integral to the company’s organization” and received annual Top Performer awards in 2019 and 2022.

My experience also includes overseeing managerial activities in a fast-paced office environment. For instance, I’ve handled payroll processes for 35+ employees at Wolf Co. and budgeted accordingly with 100% accuracy in addition to my administrative management duties. 

I look forward to meeting with you in person to discuss employment in further detail. Thank you for your time and consideration.

Sincerely,
 
[Your Name]

[image: Logo

Description automatically generated]

Dear Job Seeker,
We recently updated all of the cover letter templates on ResumeGenius.com to reflect the most recent HR and hiring trends. 

Our goal is to give our users the best chance at landing job interviews, and our templates are a major part of how we aim to accomplish this goal. 

Each of our newly designed and re-designed templates were built specifically to bypass the Applicant Tracking System software companies use to filter out candidates, and are formatted to be visually pleasing and easy to read.

But while our cover letter templates take the pain out of formatting and provide a strong foundation for your own cover letter, it takes effective writing to win over the hearts of employers, hiring managers, and recruiters.

If you’re still struggling to write your own cover letter, check out these free resources so you can put together a cover letter that showcases how you’re the best person for the job:

·     Cover letter builder
·     How to write a cover letter
·     Cover letter examples

Once you’ve written a great cover letter, pair it with a convincing resume by using a matching resume template. Here are a few resources to help you write a resume that gives your application the edge it needs to land you the interview:

·     Resume builder
·     How to write a resume
·     Resume examples by industry

Best regards, 
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