
Administrative Staff Recruitment 

Notification 

Date: [Insert Date] 

Dear [Recipient's Name], 

We are pleased to announce an opening for the position of Administrative Staff at 

[Company/Organization Name]. We invite applications from qualified candidates who are 

seeking to contribute to our team. 

Position: Administrative Staff 

Location: [Insert Location] 

Key Responsibilities: 

• Manage office operations and administrative duties. 

• Assist in scheduling and coordinating meetings and events. 

• Maintain and organize files and records. 

• Provide support to various departments as needed. 

Qualifications: 

• Bachelor's degree in Business Administration or related field. 

• Proven experience in an administrative role. 

• Excellent communication and organizational skills. 

• Proficient in Microsoft Office Suite. 

Interested candidates are encouraged to submit their applications, including a resume and a cover 

letter, to [Email Address] by [Application Deadline]. 

Thank you for your attention, and we look forward to receiving your applications. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Company/Organization Name] 

[Contact Information] 


