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Aug 19, 2026

Dear Hiring Manager,

I am writing to express my interest in the Executive Assistant position at Tech Solutions Inc. With a Bachelor of Arts in
Business Administration and seven years of experience as an Administrative Assistant, I possess a solid foundation in
providing exceptional support to executives within dynamic environments.

At my previous roles, I honed skills that are essential for managing executive schedules, organizing reports, and
facilitating communication between diverse stakeholders. My proficiency in Microsoft Office Suite allows me to create
impactful presentations and manage complex data efficiently. I take pride in my attention to detail and organizational
abilities, which enable me to tackle multiple tasks effectively while maintaining high standards.

I thrive on collaboration and have developed strong interpersonal skills that foster positive relationships with
colleagues and clients alike. My proactive approach ensures that I anticipate needs rather than merely react to them,
allowing me to contribute positively towards project management initiatives.

Tech Solutions Inc.'s commitment to innovation aligns with my own values of striving for excellence while supporting
organizational growth through technology-driven solutions. I am particularly drawn by your emphasis on collaboration
and integrity—elements that resonate deeply with me as a dedicated professional.

I would be thrilled at the opportunity to bring my background in administrative management along with my problem-
solving capabilities to your team at Tech Solutions Inc. Thank you for considering my application; I look forward to the
possibility of discussing how I can contribute further.

Sincerely,
Ming Nguyen




