MICHAEL THOMPSON

Greenfield, IN 46140 | (555)555-5555 | michael.thompson@monster.com

Sep 28, 2026
Dear Hiring Manager,

| am writing to express my interest in the Office Assistant position at ABC Corporation. With a
Bachelor of Arts degree in Administrative Studies and eight years of experience as an
Administrative Officer, | have cultivated a diverse skill set that aligns well with the dynamic
environment at your organization.

Throughout my career, | have demonstrated strong organizational abilities and a proactive
approach to managing office operations. My experience has equipped me with excellent time
management skills, allowing me to effectively handle multiple tasks while maintaining high levels of
aftention to detail. | pride myself on my communication skills, both verbal and written, which
enable me to collaborate seamlessly with team members and support various administrative
functions.

At ABC Corporation, where innovation and teamwork are valued, | am excited about the
opportunity to contribute my expertise in administrative support. | thrive in fast-paced
environments and enjoy adapting to changing priorities—qualities that will be beneficial for
maintaining organized filing systems and assisting with project coordination as outlined in your job
descripfion.

| believe that fostering a culture of continuous improvement is essential for success. My
commitment to providing exceptional customer service has been a cornerstone of my professional
journey, ensuring satisfaction among colleagues and clients alike.

Thank you for considering my application. | look forward to the possibility of contributing positively
to ABC Corporation's mission while growing alongside your esteemed team.

Sincerely,
Michael Thompson





