Senior Office Administrator Cover Letter

541 Stehr ValleysCaritaville, OH 81482-0268
Dear Landry Schmeler,

| would like to submit my application for the senior office administrator opening.
Please accept this letter and the attached resume.

In my previous role, | was responsible for narrative in English language to include
proper grammar and sentence structure.

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

e Communicates and enforces Firm Policies and Procedures

e Conducts interviews and recommends all selections of staff employees

e Coordinates Employee Benefits issues with Administrative Office

e Experience in directing workload, performance management, training, event
planning, staffing and recruitment

 Eligible for membership in professional scientific organizations

e Working knowledge of GIS software

 Recruiting certifications preferred

e Understanding of federal and state employment laws and those practices
related to selection and hiring

Thank you in advance for taking the time to read my cover letter and to
review my resume.

Sincerely,

Bellamy Schuppe



