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406 Jacobson Place
East Verdaton, MD 10117-0618
Dear Dakota Toy,
I submit this application to express my sincere interest in the assistant position.
In my previous role, I was responsible for administrative support for the office of Associate Dean and Director of Veterinary Medical Services.
I reviewed the requirements of the job opening and I believe my candidacy is an excellent fit for this position. Some of the key requirements that I have extensive experience with include:
· Acting as the point of contact and providing administrative assistance for top-level visiting executives
· Exceptional attention to detail is an essential skill
· Confident and proactive style
· Experience of being on call and supporting managers across difference time zones
· Experience with complex international travel bookings and able to navigate detailed itineraries and
· Demands abroad
· Experience of organising corporate events, including restaurant bookings in various locations
· Possess a down to earth, polite & approachable manner
Thank you in advance for reviewing my candidacy for this position.
Sincerely,
Tatum Conn
