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4th September 20XX

[Hiring Manager]
123 Address St 
Anytown, ST 12345
Dear [Hiring Manager],
I am writing to express my enthusiasm for the Catering Administrative Assistant position with [Company Name]. With my background in office administration, customer service, and event planning, I am confident that I can make a positive impact in this role.
As a Catering Administrative Assistant, I have a passion for providing exceptional customer service and delivering a seamless event experience. My two years of experience working in a catering office as an office assistant, where I supported the catering team with administrative duties and customer service, has prepared me to take on the responsibilities of this position. I possess a keen eye for detail and a commitment to providing exemplary customer service. My communication skills, both written and verbal, are top notch and I am comfortable with technology and learning new systems.
Additionally, I have experience with event planning and coordination. I am an organized and driven team player who can easily and effectively coordinate with vendors, suppliers and customers to ensure events run as smoothly as possible.
I am confident that I have the qualifications and experience necessary to make a positive contribution to [Company Name] in this role. I have enclosed my resume for your review and I look forward to discussing further how I can be an asset to your organization.

Thank you for your consideration.
Sincerely,
Your Name
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