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To Samantha Torres

Seattle Family Clinic

Dear Hiring Manager,

[ am writing to express my interest in the Administrative Assistant position at Seattle Family Clinic. With
over 5 years of experience in office administration and a proven track record of success, I am confident that
I have the skills and qualities necessary to excel in this role.

In my current role, I have been responsible for managing various administrative tasks such as scheduling
appointments, coordinating meetings, and handling correspondence. My attention to detail and strong
organizational skills have allowed me to efficiently manage these tasks and ensure smooth operations
within the office.

One of my biggest achievements in this role has been implementing a new digital filing system, which has
significantly improved the efficiency of document retrieval and storage. This not only saved valuable time
for my team but also reduced paper waste, aligning with the clinic's commitment to sustainability.

My best qualities include my ability to multitask, prioritize tasks effectively and work well under pressure.
These skills have enabled me to handle a high volume of tasks while maintaining a high level of accuracy
and meeting tight deadlines. I am also a quick learner, always eager to take on new challenges and adapt to
new systems or processes.

Moreover, I possess excellent interpersonal skills and work well in a team environment. I believe that
effective communication is crucial in any organization, and I pride myself on being able to communicate
clearly and professionally with colleagues and patients alike.

I am excited about the opportunity to bring my experience, achievements, qualities, and skills to Seattle
Family Clinic. I am confident that I can make a positive contribution to your team while further developing
my administrative abilities. Thank you for considering my application.

Sincerely,

Jordan Kim
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