Freelance Virtual Assistant Application

[Your Name]

[Your Address]

[City, State, Zip Code]
[Email Address]

[Phone Number]

[Date]

[Hiring Manager's Name]
[Company Name]
[Company Address]

[City, State, Zip Code]

Dear [Hiring Manager's Name],

| am writing to express my interest in the Freelance Virtual Assistant position listed on [where
you found the job]. With a background in [your background] and proven experience in
administrative support, | am excited about the opportunity to contribute to your team.

Throughout my career, | have honed skills that are essential for a Virtual Assistant, including
[list relevant skills, e.g., time management, communication, organization]. I have successfully
completed [mention any relevant projects or roles], which involved [describe specific tasks or
responsibilities].

| am confident in my ability to manage [mention tools/software you are familiar with] and am
always eager to learn new skills that can improve my contributions. | believe my proactive
approach and dedication make me a strong candidate for this role.

Thank you for considering my application. | look forward to the opportunity to discuss how I can
support [Company Name] in achieving its goals.

Sincerely,

[Your Name]



