
 

Re – Executive Assistant 

I am interested in applying for the role of Executive Assistant. I am a very experienced 
bilingual Executive PA, events management and business administration professional with 
over 25 years’ experience. 

In my current position, I personally support the MD, 4 other directors and their direct reports. 
This includes diary management, travel, preparing business documentation, project 
managing high-level global internal/external events and liaison with clients, leading industry 
experts and VIPs. 

As you’ll see from my enclosed CV I have not only met my job requirements but have a 
proven track record of exceeding expectation, as I am always striving to maximise the ROI 
from every business expense.  

I would be very interested in speaking with you with regard to this role and look forward to 
hearing from you shortly. 

Kind Regards 
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