
Sample Cover Letter 3: Administrative Officer with Specialization

[Your Name]
[Your Address]

[City, State, ZIP Code]
[Your Email Address]
[Your Phone Number]

[Date]
Hiring Manager
[Company Name]
[Company Address]
[City, State, ZIP Code]

Dear Hiring Manager,

I am thrilled to apply for the role of Administrative Officer at [Company Name]. My main
strengths lie in records management, as well as a broad repertoire of organizational
improvements ranging from policies to strategies, procedures, processes, and structures. Such
expertise would enable me to serve your team effectively.

While working at [Previous Company Name], I was able to set up a digital filing system that
reduced retrieval time by 50% and increased accuracy levels. My ability to manage projects
while also pay attention to minute details has been key towards ensuring office operations are at
all times of the highest quality.

What draws me most to [Company Name] is its commitment to sustainable development and I
am motivated to facilitate this practice by making sure that operations are efficient. Thank you
for considering my application. I look forward to the chance of engaging with you on how well
my experience and skill set meet the requirements of your organization.

Regards,

[Your Name]


