
Jin Lee
Northwood, OH 43621

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

Oct 14, 2026

Dear Hiring Manager,

I am writing to express my interest in the Office Administrator position at YourCompany. With a Bachelor of

Arts in Business Administration and a year of experience as an Administrative Assistant, I have developed

strong organizational abilities and time management skills that I believe align well with the requirements of

this role.

In my previous position, I honed my communication skills while serving as the primary point of contact for

both internal and external stakeholders. This experience allowed me to foster effective collaboration across

teams while ensuring that operations ran smoothly. My attention to detail and proactiveness have enabled

me to maintain organized filing systems and comply with company policies efficiently.

I am proficient in Microsoft Office Suite, which has been integral in assisting with report preparation,

presentations, and various documentation tasks. My adaptability allows me to thrive in fast-paced

environments where multitasking is essential.

YourCompany's commitment to integrity, teamwork, and continuous improvement resonates deeply with my

own professional values. I am eager to contribute positively by enhancing productivity through efficient

office management practices.

Thank you for considering my application. I look forward to the opportunity to discuss how my background

can support YourCompany's mission further.

Sincerely,

Jin Lee




