Document Administrator Cover Letter

67917 Jamila LodgeNorth Phil, OH 73458-2780
Dear Finley Heaney,

| submit this application to express my sincere interest in the document
administrator position.

In the previous role, | was responsible for guidance to IT colleagues, interfacing
new computational technologies with existing systems, commercial software, and
operational policies and procedures.

Please consider my qualifications and experience:

e Process incoming/outgoing mail, schedule appointments/manage calendars

e Make both global and domestic travel arrangements

e Human Resources Support — assist in recruitment, induction of new
associates, joining and exit formalities and ensure compliance with
administrative processes including processing of awards

e Contribute and lead process improvements for administrative activities for
CMO&PS Hyd site

e Support, train on the adequate use of HR, Financial Applications & Systems

e Organize internal/external meetings, ‘connects’ with staff, videos and
conference calls

o Assist in the development of slide presentations and communications for Site
Head/ LF Head

e Handle confidential information and communication with all levels of

management in a professional manner
Thank you for taking your time to review my application.
Sincerely,

Peyton Schroeder



