EMMA KIM

BUFFALO, NY 14202

(555)555-5555 | emma.kim@monster.com

Oct 14, 2026
Dear Hiring Manager,

I am writing to express my interest in the Administrative position at ABC Corp. With a Bachelor of Business
Administration in Business Management and over nine years of experience as an Office Manager, I have
developed a strong foundation in office management and administrative support that aligns with the

dynamic environment at your organization.

Throughout my career, I have honed my ability to manage daily operations efficiently while fostering a
collaborative atmosphere among team members. My skills in project coordination and time management
have enabled me to provide effective support to executives and teams, ensuring tasks are completed

promptly without compromising quality.

At the core of my professional journey are strong organizational skills coupled with attention to detail —
qualities that I believe resonate well with ABC Corp's mission to enhance productivity for your clients.
Adaptability has been essential in navigating ever-changing priorities, allowing me to address challenges

proactively while maintaining positive relationships both internally and externally.

Additionally, I possess excellent communication skills that facilitate clear interactions with diverse
stakeholders. This has proven invaluable when preparing reports or coordinating travel arrangements,

ensuring seamless operations across various functions.

I am particularly drawn to ABC Corp's commitment to innovation and teamwork —values that mirror my
own work style. I am eager for the opportunity to contribute positively within your organization while

continuing my professional growth alongside like-minded individuals dedicated to excellence.

Thank you for considering my application. I look forward to the possibility of discussing how I can support
ABC Corp's goals further.

Sincerely,

Emma Kim





