
 

Dear Sirs/Insert Name 

I am very interested in applying for the role of Job title.  Having built a successful career within 
project coordination and business administration for hotels, medical clinics and housing associations 
I am positive my skills and experience are a direct match for this opportunity.  

I am well versed in dealing with high volumes of queries on a daily basis, coordinating complex 
schedules from commencement to completion and supporting the wider business in terms of 
administrative process enhancements and reconciliation of accounts.  

I am now looking for a new opportunity where I can apply my skills within administration and project 
coordination within an exciting firm with solid growth prospects.  

My CV is enclosed which provides a comprehensive overview of my career and successes to date and 
I look forward to hearing from you in due course. 

Kind Regards 
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