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4th September 20XX

[Hiring Manager]
123 Address St 
Anytown, ST 12345
Dear [Hiring Manager],
I am writing to apply for the Sales Admin position with [company name]. With over [X] years’ experience in sales administration, I am confident that I am the perfect candidate for this role.
At my current position, I am responsible for managing sales operations and activities to ensure smooth functioning of the department. I am skilled in collaborating with sales personnel to identify customer needs and resolve discrepancies. My expertise in preparing sales reports and statistical analyses has enabled me to make key decisions that have increased sales and improved customer satisfaction.
I have a proven track record in sales administration, including managing customer accounts, developing sales plans and motivating sales personnel for peak performance. I am well versed in using a variety of software systems, including Salesforce, QuickBooks, and Excel.
My interpersonal skills and customer service knowledge have enabled me to create relationships with prospects and customers that have increased sales and improved customer satisfaction. My strong organizational and problem solving skills are essential for developing and implementing effective sales strategies.

Thank you for your consideration.
Sincerely,
Your Name
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