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Dear Hiring Manager,

I am writing to express my interest in the Secretary position at Lemke Group. 

With over five years of experience in administrative support roles, I am confident 

that I have the skills and qualities necessary to excel in this role.

In my previous positions, I have served as a reliable and efficient secretary, man-

aging daily office tasks such as scheduling appointments, organizing files, and 

handling correspondence. My attention to detail, strong organizational skills, 

and ability to multitask have allowed me to effectively prioritize tasks and meet 

tight deadlines.

One of my biggest achievements as a secretary was implementing a new filing 

system that reduced retrieval time by 50%. This resulted in increased efficiency 

and improved productivity for the entire team. 

My best qualities include excellent communication skills, both written and ver-

bal, which are essential for effective communication within an organization. 

I am also highly adaptable and able to work well under pressure, making me 

well-equipped to handle any challenges that may arise.

Furthermore, I possess advanced knowledge of Microsoft Office Suite and have 

experience using various office equipment such as printers, scanners, and 

copiers. I am also a fast learner and can quickly adapt to new software or 

systems.

I am excited about the opportunity to bring my skills and experience to Lemke 

Group. With my strong work ethic, attention to detail, and passion for providing 

top-notch administrative support, I am confident that I would be a valuable 

addition to your team.

Thank you for considering my application. I look forward to discussing how my 

qualifications align with your needs further.

Sincerely,

Sandra Rhymer
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