


Jenny Austin
IT Administrative 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 position of IT Administrative Assistant with [Company]. My experience in system administration, customer service, and data management make me an ideal fit for this role.
As an IT Administrator at [Previous Employer], I have extensive experience in managing and troubleshooting computer systems, networks, and software. I also have experience in building and maintaining relationships with clients and partners, as well as analyzing data and providing reports. I am highly organized, detail- oriented, and able to multitask in a fast- paced environment.
I am confident that I can help [Company] increase efficiency and optimize workflow through my technical knowledge and customer service experience. I am also proficient in Microsoft Office Suite, Google Suite, and CRM software.
I am eager to use my experience to contribute to [Company]’s success and would welcome the opportunity to discuss this position further. Thank you for your consideration and I look forward to hearing from you.

Sincerely,

Your Name[image: horizontal line]
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