
Min Kim
Milwaukee, WI 53207

(555)555-5555 - min.kim@monster.com

Oct 14, 2026

Dear Hiring Manager,

I am writing to express my interest in the Secretary position at Tech Innovations Inc. With a Bachelor of Arts
in Business Administration and seven years of experience as an Administrative Assistant, I have developed a
strong foundation in providing comprehensive administrative support within dynamic environments.

My background has equipped me with exceptional organizational skills and attention to detail, allowing me to
manage schedules effectively and prepare precise communications. I thrive in collaborative settings, where
my adaptability and customer-focused approach contribute positively to team dynamics. In my previous roles,
I have successfully maintained filing systems and databases that ensure easy access to documentation while
supporting various departments with their administrative needs.

I am proficient in Microsoft Office Suite and possess strong communication skills that enable me to interact
professionally with both staff and clients. My proactive problem-solving abilities allow me to anticipate
challenges before they arise, ensuring smooth operations across the organization.

Tech Innovations Inc.'s commitment to fostering innovation aligns closely with my passion for contributing
meaningfully within a tech-focused environment. I am excited about the opportunity to help streamline
operations through efficient administrative practices while upholding your values of integrity, teamwork, and
excellence.

Thank you for considering my application. I look forward to the possibility of discussing how I can
contribute positively as part of your team at Tech Innovations Inc.

Sincerely,
Min Kim




