\J I N WAN G Lakeside, CA 92044

(555)555-5555
jin.wang@monster.com

Aug 19, 2026

Dear Hiring Manager,

| am writing to express my interest in the Administrative Assistant position at Tech Innovations Inc. With a Bachelor of Arts
in Business Administration and three years of experience as an Administrative Assistant, | have developed a strong
foundation in managing office operations and supporting teams effectively.

In my previous role, | honed my skills in time management and organization, ensuring that all tasks were completed
efficiently while maintaining attention to detail. My proactive approach allows me to adapt swiftly to changing priorities,
which | believe aligns well with the innovative culture at Tech Innovations Inc. | am particularly drawn to your commitment to
fostering creativity and continuous improvement within your team.

My background includes coordinating travel arrangements, preparing reports, and maintaining organized filing systems for
both digital and physical documents. These experiences have equipped me with excellent communication skills that
facilitate collaboration with team members across various departments. | am comfortable using Microsoft Office Suite and
familiar with project management software, which further supports my ability to contribute effectively.

| admire Tech Innovations Inc.'s mission of leveraging technology for impactful solutions across industries. As someone
who thrives in dynamic environments where teamwork is essential, | am eager for the opportunity to support your team's
goals while contributing my organizational strengths.

Thank you for considering my application. | look forward to the possibility of discussing how my background can support
the continued success of Tech Innovations Inc.

Sincerely,
Jin Wang





