
Jane Smith

12 Smith Street
BRISBANE QLD 4000
Mob: 0475 554 660
Email: jane@yahoo.com
8 July 2011
Martin Burn
Human Resources Manager
Paws Unlimited
256 Little Street
BRISBANE  QLD  4000
Dear Mr Burn

I am very interested in the position of Administrative Assistant for Paws Unlimited, advertised on Seek on 20 May 2011.

I have a range of administrative skills and experience to match the position you describe, including:
· Experience with a range of office programs including Microsoft Word and Excel, and the ability to learn new applications.

· Attention to detail and the ability to complete tasks quickly and efficiently.

· Experience in working in an office environment gained through my high school work experience programs (e.g. reception, filing, mail management and typing).
· The ability to learn new tasks.
Enclosed is my resume for your review. I believe I am an excellent candidate for this role and look forward to meeting with you to discuss this position further.
Yours sincerely
Jane Smith

