
Dear Hiring Manager,

Thank you for the opportunity to 
apply for the Administration 
Assistant role at your company. 
After reviewing your job 
description, itʼs clear that youʼre 
looking for a candidate that is 
extremely familiar with the 
responsibilities associated with 
the role and can perform them 
confidently. Given these 
requirements I am certain that I 
have the necessary skills to 
successfully do the job adeptly 
and perform above expectations. 


