MING CHEN

Pinehill, TX 75758 ¢ (555)555-5555 ¢ ming.chen@monster.com

Sep 28, 2026
Dear Hiring Manager,

I am writing to express my interest in the Office Assistant position at Innovative Solutions Inc. With a
Bachelor of Arts in Business Administration and three years of experience as an Administrative Assistant, |
have developed a strong foundation in office management and customer service that aligns well with your

company's mission to provide innovative business solutions.

My previous role has honed my skills in communication, time management, and problem-solving. I take
pride in being detail-oriented and proactive, ensuring that tasks are completed efficiently while maintaining
high standards of quality. My experience includes managing schedules, organizing filing systems—both

electronic and physical—and providing exceptional service to clients and colleagues alike.

Working collaboratively is one of my core strengths; I thrive on teamwork which resonates with your
commitment to fostering an inclusive workplace culture. This collaborative spirit drives me to support team

members effectively through various administrative tasks such as data entry and document preparation.

I am proficient in Microsoft Office Suite, which enables me to handle diverse office operations seamlessly.
My adaptability allows me to take initiative when faced with challenges while ensuring smooth processes

within the office environment.

I am excited about the opportunity to contribute positively to Innovative Solutions Inc., where innovation
meets collaboration. Thank you for considering my application; I look forward to discussing how I can add

value to your team.

Sincerely,
Ming Chen





