Formal Cover Letter for Executive Administrative Assistant

Subject: Application for Executive Administrative Assistant Position

Dear [Hiring Managera€™s Name],

| am excited to apply for the Executive Administrative Assistant position at your company. With
extensive experience in executive support, calendar management, and stakeholder coordination, |
am confident in my ability to contribute to the success of your leadership team.

| excel at anticipating needs, prioritizing tasks, and maintaining confidentiality while managing
sensitive information. My attention to detail and strong interpersonal communication skills enable me
to serve as an effective bridge between executives and staff.

Thank you for considering my application. | look forward to the possibility of discussing my
qualifications further.

Sincerely,

[Your Name]
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