MICHAEL
JOHNSON

Los Angeles, CA 90004 | (555)555-5555 | michael.johnson@monster.com

Oct 14, 2026
Dear Hiring Manager,

I am writing to express my interest in the Office Administrator position. With 13 years of
experience in office management and a proven track record in team leadership, budgeting,
and document management, I am excited about the opportunity to contribute to your
organization.

My strengths lie in strategic planning and process improvement, which have been pivotal in
enhancing operational efficiency throughout my career. I believe that effective
communication is essential for fostering a collaborative work environment, and I have
consistently prioritized this value when leading teams or training employees.

In previous roles, I have developed policies that not only align with organizational goals
but also empower staff members. My approach has always been one of support and growth
—encouraging team members to reach their potential while ensuring that tasks are
completed efficiently and accurately.

I understand the importance of adaptability in an office setting; my experiences have
equipped me with the skills necessary to manage multiple priorities while maintaining a
focus on quality outcomes. This balance between oversight and independence allows for a
thriving workplace culture where everyone can contribute meaningfully.

I am enthusiastic about the possibility of bringing my unique blend of skills to your
esteemed company as an Office Administrator. Thank you for considering my application; I
look forward to discussing how my background can be an asset to your team.

Sincerely,
Michael Johnson





