
 
 
Hi 
 
 
Further to your advertised vacancy, as above, please find attached my current CV in application for this position.  
 
As you will see I am an experienced business support professional who possesses a proven background in the 
administration and management of a wide range of critical operations including sales, marketing and executive 
assistance. I am a naturally personable individual who excels in working as an approachable point of contact between 
diverse stakeholders and in playing a pivotal role in the smooth and efficient daily operation of a dynamic international 
company. My career has been characterised by my enthusiastic attitude and my ability to collaborate productively with 
others and to bring high levels of organisation and accuracy to any responsibility I hold.  
 
At this key stage in my career, I am now keen to embrace a new challenge and expand on my existing skills.  I feel I 
offer a valuable array of transferable skills, bring a cheerful optimism to all tasks, and have a natural quality focus. I am 
committed to making a significant contribution to any organisation I join, and am a strong advocate for the company I 
represent.  I pride myself on my reliability, approachability, exceptional work ethic, and high standard of professionalism. 
 
I feel that this vacancy would benefit from my attributes and background and that I would thrive within the challenges 
and rewards that this career move would bring. I can confidently match the criteria required for this role and welcome 
the opportunity to discuss my application in greater detail. I am available at any time and can be contacted directly via 
any of the above listed means. 
 
Thank you for your consideration of my application and I look forward to hearing from you. 
 
 
Regards 
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