Covering Letter Example 2

In response to an advert

75 Penhill Close

Kingston

KT5 6JL

rogerpen@hotmail.com
07896 123 456

15th November 2010

Bankside School

Bankside Road

Kingston

KT3 9LG


Dear Mr Purcell


Ref: SA 7 School Administrator

Further to your advertisement in today’s Kingston Guardian I am interested in applying for the role of School Administrator. 

You will see from my CV that I am an administrator within the motor trade, with over 10 years of experience gained in office administration, and previously as a Personal Assistant. Your role interests me very much because I am seeking a new challenge in an environment where I feel my skills and experience would be beneficial to the wider community.  



I have a wide range of abilities including office systems management, Excel, Word, Sage, and I am confident in using Power Point to produce presentations. A key achievement has been that I have streamlined the office process for invoicing our customers, which has led to a reduction in the time spent on them. 



In my previous role as a Personal Assistant to the Banking Manager of Bank of Kingston, I would prepare reports for the daily meetings, manage the diary, book travel arrangements, make refreshments available, and ensure that the office was tidy and presentable. I regularly dealt with a variety of people, and I have the capacity to work individually with little supervision. 

My CV is enclosed and I would very much welcome the opportunity to meet you where I can expand on my skills outlined in my CV, and discuss this or another suitable opening.


Yours Sincerely 

Roger Pen

Your address and contact details here.





Their address.





When the advert has a name to reply to always use it.   





If the advert has a reference always use it. 





Outline your experience and why you are interested in the job. 





If the job advert or description pays specific detail to software or systems then show your experience in them.





Show how versatile you can be, explain your role and capability, linking  this with the job you are applying for.





Asking for a further meeting shows how keen you are, follow up with a phone call to confirm they have received the letter and arrange.








