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I am writing to express my interest in your current opening for Senior Executive Assistant/Chief of Staff to CEO position.
After reading the job description I am confident that the vacancy is a perfect match for my abilities and knowledge. As you can see from my attached resume, I have relevant experience in the same areas that you are looking for.
As a highly organized and efficient professional with 9+ years of experience providing comprehensive administrative and operational support to C-level personnel, I am prepared to significantly contribute to your company’s goals and objectives. My background includes performing diverse, high-level administrative operations while driving office efficiency and maximizing productivity. From managing correspondence and processing documents to generating detailed reports and coordinating human resources functions, I excel at prioritizing tasks, collaborating with peers and management teams, and encouraging effective communication and organizational procedures. My work history has provided me with proven experience in directly supporting CEO/VP with company events and trip planning in progressively responsible positions with Epic Patient Care, culminating in the role of Patient Care.
In brief, I offer:
Extensive experience providing comprehensive support for senior executives including heavy calendar management, scheduling, budgeting, records maintenance, meeting coordination, project management, and database development while ensuring optimal office performance
Steadfast commitment to providing outstanding support within fast-paced, high-pressure environments while streamlining operations and achieving organizational objectives
Ability to work independently and in a team environment with minimal supervision, using clear, concise verbal/written communication, interpersonal and public relation skills
Demonstrated customer service orientation and outstanding level of professionalism in providing administrative support, including ability to exercise good judgment, discretion, tact & diplomacy
Proven flexibility with readiness to commit to work additional hours as needed to ensure completion of critical deadlines for projects
Extensive technical skills including proficiency in Microsoft Office Suite, as well as a propensity for quickly adapting to new technological programs and systems
With my proven commitment to delivering the highest level of executive-level administrative support, I am well prepared to extend my record of exceptional service to your team. Please feel free to call me on my cell phone: (000) 000-0000 so we can arrange an interview time that fits your busy schedule. In the meantime, thank you for reviewing my application and I look forward to hearing from you.


