Executive Associate Cover Letter

59106 Rosendo VistaWest Cheryl, DE 43061-0569
Dear Casey Parisian,

In response to your job posting for executive associate, | am including this letter

and my resume for your review.

In my previous role, | was responsible for consistent advice for certain SCM
processes accurately and timely, adheres to defined administration processes and
ensures SCM databases/systems/tools are updated correctly ;.

| reviewed the requirements of the job opening and | believe my candidacy is an
excellent fit for this position. Some of the key requirements that | have extensive
experience with include:

¢ Should be detail-oriented, exercise good judgment, and work as a team
player in a fast-paced environment

» Executive level support experience and knowledge of modern office
practices preferred

e Tact and good judgment in confidential situations and proven experience
interacting with senior management, , excellent customer service and
superior verbal and written communication skills

» A positive and proactive attitude is essential

e Experience and knowledge of the higher education industry

e The role involves actively delivering a five star service to each customer at
each opportunity

e High School Diploma or related recruiting coordinator/ administrative
experience

o Customer service and talent acquisition experience preferred

| really appreciate you taking the time to review my application for the
position of executive associate.

Sincerely,



