


Jenny Austin
Desk Assistant
123 Your Street, Your City, ST 12345, (123) 456-7890, email@example.com[image: horizontal line]
4th September 20XX

[Hiring Manager]
123 Address St 
Anytown, ST 12345
Dear [Hiring Manager],
I am writing to apply for the Desk Assistant position at [Company Name]. Having worked in customer service and office administration roles for the past [number] years, I have the skills and experience to exceed your expectations in this role.
I currently work as a Desk Assistant at [previous company] where I provide support to the customers and staff. My responsibilities include providing excellent customer service, handling incoming and outgoing calls, managing office supplies, and assisting with administration tasks. I have been commended for my organizational and problem- solving skills, as well as my ability to provide a high level of customer service.
In addition to my professional experience, I possess strong interpersonal and communication skills, which I believe make me an ideal candidate for this position. I am comfortable working with people in different departments and I am confident I can handle all communication needs. I am also highly computer literate, with excellent knowledge of MS Office and other office software.
I am confident I can be a valuable asset to your team and I am eager to use my skills and experience to ensure your customers and staff receive the highest level of support. Please find my resume attached and do not hesitate to contact me if you have any questions.
Thank you for your time and consideration.

Sincerely,

Your Name[image: horizontal line]
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