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4923 Retreat Avenue, 
Birmingham, AL 35203

To: Robert Ryan

Trantow Inc.

Dear Hiring Manager,

I am writing to express my interest in the role of Office Manager at 
Trantow Inc. With over 5 years of experience in office management 
and a proven track record of success, I am confident that I possess 
the skills and qualities necessary to excel in this position.

As an Office Manager at my current company, I have been 
responsible for overseeing all administrative tasks, including 
managing schedules, coordinating meetings, and handling 
correspondence. I have also implemented new systems and 
processes that have increased efficiency and productivity within 
the office. 

One of my biggest achievements as an Office Manager has been 
streamlining the office budget and reducing expenses by 20% 
without compromising on quality. This not only saved the company 
money but also allowed us to allocate resources towards other 
important projects. Additionally, I spearheaded the implementation 
of a new project management software which resulted in a 25% 
increase in project completion rates.

My strong communication and organizational skills have allowed 
me to effectively handle any issues or challenges that may arise in 
the workplace. I am detail-oriented, efficient, and able to prioritize 
tasks effectively to meet tight deadlines. I also possess excellent 
leadership skills, which have helped me build and maintain strong 
relationships with both colleagues and clients.

I am excited about the opportunity to bring my skills and experience 
to Trantow Inc. and contribute to its success. Thank you for 
considering my application. I look forward to discussing how my 
qualifications align with your requirements further.

Sincerely,

Greg F. Briceno
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