To Whom It May Concern:
 
I am writing in response to your posting for a Department Assistant.  I believe I possess the necessary skills and experience you are seeking and would make a valuable addition to your organization.  I am a highly capable and experienced administrative professional.  In addition to my administrative skills, I offer excellent customer service skills.  My ability to get along well with others, to make necessary adjustments to meet deadlines, and be self-motivated have all contributed to my growth in my chosen field.
 
What my resume cannot illustrate is what sets me apart from other candidates.  Namely my eye for detail, my positive and personable nature, and my ability to perform.  My approach to my work goes beyond my job description, as I am always looking for ways to improve efficiency.
 


Thank you for your time and consideration.
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Sincerely,
Rachael Madison
 
 
 

