Raheem

Richardson

August 15, 2024

Ms. Meiling Li
Hiring Manager

SREMN Associates

(123) 456-7890
email@example.com

Dear Ms. Li:

Over my past two years as a law clerk, |'ve introduced data entry processes that raised efficiency by 35%. I'm
interested in helping your firm make similar strides in enhanced office administration.

Your job posting jumped out at me, particularly the call for someone who is "strategic, collaborative, and
relentlessly focused on making our office run smoothly.” This is precisely the reputation |'ve developed through my
5+ years as an office assistant. During this time, |'ve reinforced the following core strengths:

® Combine steady focus on due diligence with a willingness to try creative, practical new office
administration methods
®  Balance multiple tasks and priorities in a demanding, fast-paced corporate environment

®  Meet deadlines consistently while upholding high standards of compliance and accuracy

Work independently or on a team in an equally effective manner

The enclosed resume contains an overview of my recent work and education experience. | look forward to hearing
from you and possibly learming more about this job opportunity soon. Thank you for your time and consideration.

Sincerely,

(Insert Signature Here)

Raheem Richardson



