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Greetings,

[bookmark: _GoBack]This letter is to introduce myself and to let you know of my interest in becoming part of your team.  The enclosed resume will furnish you with information concerning my overall employment background, training, education and skills.  My work abilities are backed up with experiences and knowledge.  I assure you that I can successfully fulfill any obligations requiring any responsibility upon your company.
In each of my previous job experiences, I have performed my assignments with a high degree of skill, confidentiality and professionalism.  My current objective is to obtain a position that will fully utilize my skills and offer an opportunity for continued professional growth.  I believe in excellence and have always dedicated myself, my talents and my creative abilities to assure that the successful accomplishments of any company goals.  My positive attitude and willingness to give 150% makes me a valuable asset to any organization that would employ me.  I am confident that my skills will be an asset and have favorable impact in your organization. In addition to my clerical skills, I am a skilled event planner, having served as the assistant to the top-level executives for the last fifteen years.
My career as an Executive Assistant has made me a more analytical and critical thinker, problem solver, and a transformational leader; therefore, I believe I possess the talent, commitment, and energetic fortitude you are seeking in a potential member of your team.  In addition, obtaining a Bachelor’s degree in contracts administration has provided me with viable knowledge in inventory control, estimation and contract development, in coordinating work among departments to ensure timely contract fulfillment, and in supervising and training employees.

As you will note from the enclosed presentation, my employment experience has expanded my analytical and personal development. My skills and background closely align with your growing need for an experienced person who can prioritize multiple tasks, while managing objectives in a competitive work environment.  I look forward to hearing from you to arrange an interview. I can be reached at the below email or telephone number.

My salary requirement is in the $60,000 - $70,000 range.  However, my salary is negotiable based on the overall compensation package.

Thank you in advance for your interest and courtesy of a response.

Regards,

Crystal K Jones
