


Steve Carell
Student Office Assistant
123 Your Street, Your City, ST 12345, (123) 456-7890, email@maxresumes.com
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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 position of Student Office Assistant, as advertised on [job board/website].
I am a student looking to gain valuable, hands- on experience in a professional environment. I am highly organized and detail- oriented, and I have excellent communication and customer service skills that I believe make me an ideal candidate for the position.
I have experience in the administrative and customer service fields. During my internship at [company], I was responsible for greeting customers, answering phones, responding to emails, sorting mail, and performing data entry. I am also proficient in Microsoft Office, including Word, Excel, and Outlook.
I am excited to put my skills and knowledge to work in the role of Student Office Assistant. I am confident that I can perform the duties of the job quickly and efficiently, and I have a strong commitment to customer service. I am also passionate about learning and developing new skills, and would greatly appreciate the opportunity to gain more experience in an office environment.

Thank you for your consideration.
Sincerely,
Your Name
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