Karen Lees

Philadelphia, PA
(267) 977-5095

Dear Esteemed Director,
I would like to express my interest in the Executive Assistant position at your organization.  I would like to gain experience at your organization. The position can give me an opportunity to grow and will nurture my appetite for business and knowledge.  I have the drive and determination to contribute as an executive assistant and be of great assistance as a leader and a team player.

My experience has evolved from an Administrative Assistant to Executive Assistant.  My work ethic has influenced the team to become more than a department. I collaborate with physicians, pharmacists and nurses in the management to meet the standards of the hospital. I also have extensive experience with research.  I have learned that to be a valuable employee is to know where you can contribute and assist the team in their endeavors to meet deadlines and be successful.  I am very fortunate to be able to lead my department to carry out the vision in providing the best accomplishments.  I would like you to consider my experience and allow me to apply my background and knowledge to your organization and be a valuable member of your team.

I believe that there are no boundaries to what I can accomplish and have been successful because I am not afraid of hard work and new challenges. I am very excited about this prospect and look forward to meeting with you and discussing how my skills can contribute to the continued success of your organization.
Respectfully,

Karen Lees

