Administrative Manager Cover Letter Sample
Lamar Pritchard
766 7th Ave, Seattle, WA 34999
(005) 222-5555, lamar@gmail.com
April 5, 2014
Mr. Keith Phillip
HR In Charge
RJ Enterprises
878 Stable Ave
Seattle, WA 34999
 
Dear Mr. Phillip:
I am applying for your advertised position of an Administrative Manager at RJ Enterprises. My talents of managing admin tasks, leading multicultural teams and providing superb customer services would allow me to excel in your office environment.
I offer RJ Enterprises the following administrative skills and expertise:
• Demonstrated ability to analyze data and generate well drafted reports based on the same
• Capable of organizing office data into section files and retrieve the same as per need
• Skilled in personnel management and public dealing
• Substantial knowledge of client/partner liaison protocols
• Well-versed in preparing correspondence and front desk operations
• Customer oriented approach towards work
• Matchless computer skills
• Proficient in understanding and taking instructions, acting promptly upon the same
The enclosed resume further details my qualifications and expertise. The exceptional combination of administrative, managerial, IT and public dealing skills offered by me would definitely enhance the customer experience and satisfaction level at RJ enterprises to quite a new extent.
I’m excited to share some of my administrative accomplishments with you along with a few ideas to facilitate the administrative system at RJ Enterprises. I intend to call your secretary by the end of this week to secure an interview appointment with you. Please feel free to contact me on the above numbers if you have any queries regarding my experience or qualifications.
Thank you for your time and consideration.


