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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 Sales Administrative Assistant position at [Company Name]. As an experienced administrative assistant, I am confident that I have the necessary skills and qualifications to make a positive contribution to your team.
My expertise in providing administrative support to sales teams has been honed through my experience in the industry. In my current role, I manage multiple projects related to the sales team, ranging from creating and managing reports to scheduling meetings and managing customer inquiries. I am also highly knowledgeable in various software used in sales, such as CRM and ERP, and am adept at creating and maintaining customer databases.
In addition to my technical skills, I possess excellent communication skills which enable me to effectively interact with both external and internal stakeholders. I also have excellent organizational abilities, allowing me to stay on top of tasks, while managing competing priorities.
I understand that my skills and experience match the expectations for this position. I am confident that I can be a valuable asset to your team and I look forward to discussing the opportunity further. Please do not hesitate to contact me if you have any questions.

Thank you for your consideration.
Sincerely,
Your Name
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