Inquiry Regarding Administrative Assistant
Job Opportunities

[Your Name]

[Your Address]

[City, State, ZIP Code]

[Your Email]

[Your Phone Number]

[Date]

[Recipient's Name]

[Company's Name]

[Company's Address]

[City, State, ZIP Code]

Dear [Recipient's Name],

| hope this letter finds you well. My name is [Your Name], and | am writing to inquire about
potential job opportunities for the position of Administrative Assistant at [Company's Name]. |
am very interested in joining your team and contributing my skills in administrative support,
organization, and communication.

| have [number] years of experience in administrative roles, which has equipped me with a
strong foundation in various office functions and a commitment to maintaining high standards of
professionalism.

| would greatly appreciate any information regarding current or future openings for
Administrative Assistants at your esteemed company. Thank you for considering my inquiry. |
look forward to the possibility of discussing my application with you.

Sincerely,

[Your Name]



