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4th September 20XX

[Hiring Manager]
123 Address St 
Anytown, ST 12345
Dear [Hiring Manager],
I am writing to express my interest in the position of Attendance Secretary at [Name of Organization]. With over 7 years of experience in administrative and clerical roles, I am confident I have the qualifications and skills needed to be an asset to your team.
I am well- versed in managing the daily duties of an attendance secretary, such as tracking student absences and tardiness, maintaining attendance records, and communicating with parents, teachers, and administrators. I also have experience providing support on various administrative tasks, such as scheduling, data entry, filing, and answering phone calls.
Throughout my career, I have consistently been recognized for my exceptional organizational, interpersonal, and communication skills. I have developed strong problem- solving skills and I am able to work efficiently and effectively with minimal supervision. I have a knack for quickly learning new processes, software, and systems, and I excel when faced with challenging tasks.
I am passionate about the work I do and I strive to ensure accuracy, efficiency, and attention to detail in all of my tasks. I am confident that I am the best candidate for the Attendance Secretary position and I am excited to be considered for this opportunity.

Thank you for your consideration.
Sincerely,
Your Name
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