
[Your Full Name] 

[Your Phone Number] 

[Your Email Address] 

[Your LinkedIn Profile URL] 

[City, State, Zip Code] 

[Date] 

 

[Hiring Manager's Name] 

[Title] 

[Company Name] 

[Company Address] 

Dear [Hiring Manager Name/Title],  

I am writing to express my enthusiastic interest in the Administrative Assistant position at 

[Company Name], as advertised on [Platform Name]. Transitioning from a successful career in 

[Former Industry], I am eager to leverage my transferable skills in organization, communication, 

and process management to support your team's operational goals. 

Throughout my previous experience as a [Former Job Title], I developed a strong foundation in 

[Skill 1, e.g., scheduling] and [Skill 2, e.g., client relations]. My background has uniquely 

prepared me to handle high-pressure environments and complex logistical challenges with 

precision. I am particularly drawn to [Company Name] because of its reputation for [mention a 

specific company value or project], and I am committed to contributing to your administrative 

excellence. 

Key highlights of my transferable qualifications include: 

• Organizational Management: Proven ability to [specific achievement from previous 

career related to efficiency]. 

• Software Proficiency: Skilled in [specific software, e.g., Microsoft Office Suite, G-

Suite, CRM], with a quick learning curve for new digital tools. 

• Communication: Extensive experience in [specific task, e.g., coordinating between 

departments or professional correspondence]. 

I am confident that my dedication, adaptability, and professional maturity will make me an 

immediate asset to your office. I look forward to the possibility of discussing how my diverse 

background can benefit [Company Name]. 

Sincerely, 

[Your Signature] 

[Your Typed Name] 


