
Job Application for Administrative Support 

Position 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

[Date] 

[Hiring Manager's Name] 

[Company's Name] 

[Company's Address] 

[City, State, Zip Code] 

Dear [Hiring Manager's Name], 

I am writing to express my interest in the Administrative Support position listed on [where you 

found the job posting]. With my strong organizational skills and experience in administrative 

roles, I am confident in my ability to contribute effectively to your team. 

In my previous position at [Your Previous Company], I successfully managed various 

administrative tasks including scheduling meetings, maintaining records, and providing 

exceptional customer service. My attention to detail and ability to prioritize tasks allowed me to 

efficiently support the operations of the office. 

I am particularly drawn to this position at [Company's Name] because [mention something 

specific about the company or position that interests you]. I believe my skills align well with the 

requirements outlined in the job description. 

I would appreciate the opportunity to discuss my application further and learn more about the 

team at [Company's Name]. Thank you for considering my application. I look forward to the 

possibility of contributing to your organization. 

Sincerely, 



[Your Name] 


