
 
 

Dear Hiring Manager  

I am interested in applying for the role of Role Name with your organisation.   

With extensive experience providing administrative, secretarial and IT support to management, 
volunteers and members in challenging and time-sensitive workplaces in the public and private 
sectors, I am highly organised, efficient and proactive.  Utilising my initiative and prioritisation skills, I 
deliver high quality work consistently while meeting deadlines and maintaining confidentiality with 
strict adherence to internal rules and processes, and to employment law.   

I am professional, highly motivated and dedicated with a proven track record in supporting 
management to provide exceptional frontline customer service and to improve processes and the 
customer experience.  I am confident with inhouse databases and finance systems, and have taken on 
additional responsibility for updating websites and writing fortnightly e-newsletters.    

I am now looking for a new opportunity where I can apply my technical expertise and interpersonal 
skills within an exciting firm with solid growth prospects.  

Kind Regards 
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