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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 role of Sales Administrator at [Company].
As an experienced sales professional, I believe I possess all the necessary qualifications to work in this role. With seven years of experience in the industry, I have a strong understanding of customer service, sales process, and product knowledge. I am also comfortable with a wide range of computer programs and software, including CRM systems, Microsoft Office, and QuickBooks.
At my current position, I have taken on additional responsibilities to support the sales team, such as sales order processing, managing customer accounts, and responding to inquiries. I am confident that I can bring these same skills to the sales team at [Company].
I am a self- motivated individual with a positive attitude who works well independently and as part of a team. I have the ability to problem- solve and anticipate customer needs. My excellent communication and interpersonal skills make me a great addition to the team.
Thank you for taking the time to consider my application. I am confident that I have the skills and experience necessary to be a successful Sales Administrator at [Company]. I look forward to the opportunity to further discuss my qualifications with you.
Thank you for your consideration.
Sincerely,
Your Name
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