
HR Admin Assistant Cover Letter
3347 Marlin ClubPort Madeline, MI 55162
Dear River Leffler,

In response to your job posting for HR admin assistant, I am including this letter
and my resume for your review.

In the previous role, I was responsible for technical support for proprietary HR
applications such as, Talent and Peformance management system for regional
reporting and tracking, Microsoft 2007, Access databases.

My experience is an excellent fit for the list of requirements in this job:

Maintaining of databases and files
Document and presentation preparation
Travel planning and expense reporting
Demonstrated proficiency with Microsoft Office software, including Excel
Graduate/ Management Studies
Detail oriented and thorough with all tasks
Analytical and solicits and gathers information through in-depth research
techniques
Previous experience as an executive secretary or lead administrative assistant
or recruiting or HR experience – Preferred

Thank you for considering me to become a member of your team.

Sincerely,

Alexis Kuhic


