
[Your Full Name] 

[Address, City, State, Zip Code] 

[Phone Number] | [Email Address] 

[LinkedIn Profile URL]  

[Date]  

[Hiring Manager Name] 

[Title, e.g., Chief Financial Officer] 

[Company Name] 

[Company Address]  

Dear [Mr./Ms./Mx. Last Name],  

I am writing to express my strong interest in the Finance Executive Assistant position at 

[Company Name], as advertised on [Platform]. With a robust background in high-level 

administrative support and a deep understanding of financial operations, I am confident in my 

ability to streamline your executive workflows and contribute to the efficiency of the 

[Department Name] team.  

Throughout my career, I have specialized in supporting C-suite executives within the financial 

sector. My experience includes managing complex calendars, coordinating international travel, 

and preparing confidential materials for board meetings and investor relations. I am particularly 

skilled in [Specific Skill, e.g., financial reporting, expense management, or CRM 

administration], ensuring that all documentation meets the highest standards of accuracy and 

regulatory compliance.  

In my previous role at [Previous Company], I successfully implemented a [System/Process 

Improvement] that reduced administrative processing time by [X]%. I understand the high-stakes 

nature of the finance industry and pride myself on my discretion, analytical mindset, and ability 

to remain composed under tight deadlines.  

I am eager to bring my proactive approach and organizational expertise to [Company Name]. 

Thank you for your time and for considering my application. I look forward to the possibility of 

discussing how my skills align with the needs of your executive team.  

Sincerely, 

 

[Your Signature (if sending by mail)] 

 

[Your Printed Name]  


