Name of recipient (Find it out)

Company name

Company address

Company address line 2

Date

Dear (name if possible)

Re Administrative Assistant post Ref BCC:10287

(The following paragraph should say why you are writing to the employer)

I read with great interest your advert in the Evening Gazette of Saturday 15th June, and would like to apply for the post of Administrative Assistant. To this end I have enclosed a copy of my CV.

(Now show that you have read the job advert or that you have done some research on the company)

I see from your advert and from recent press footage that you will soon be opening a new branch on Harborne High Street.  I have worked in Administration for a number of companies similar to (name the company) Blackberry Communications. I note from your advert that you require a variety of IT skills based around Microsoft Office. I am familiar with all areas of Office and would bring to your company the following skills:

· Excellent word processing 

· Database creation, design and management

· High level spreadsheet skills

· ECDL 1 & 2

· Adobe Acrobat

· High level Windows skills

(What else can you offer?)

I am also proficient in open source alternatives to MS-Office, should Blackberry Communications ever decide to explore this option. Having lived and worked locally for many years, I have an excellent knowledge of the area, a factor which I have found invaluable in my previous positions. 

(Positive closing comment)

Please could you call me on 07000 123321 for any further information and to arrange an interview. I look forward to hearing from you at your earliest convenience.

Yours sincerely

(Leave enough space for your signature)

Amanda Columbus.

Enc: CV (two sheets)
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