Senior Office Administrator Cover Letter

642 Rippin HarborsBernieceland, SC 47196
Dear Cameron Gleichner,

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

In my previous role, | was responsible for oversight for institutional, state and
federal personnel policies and requirements, and develop written unit procedures
to ensure compliance.

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

e Strong time management and seasoned judgment to prioritize work based on
business needs, anticipate needs and manage escalated issues with a high
level of customer service

o Experienced with Microsoft Office suite and applicant tracking or contact
management system

o Experience with Payroll Withholding Tax compliance and requirements

» Experience with Foreign National Taxation Systems and 1042S process

 Specialist knowledge in relation to administrative/business support activities
in the relevant area

o Competent in the use of relevant office equipment and systems

e Experience of a variety of software/systems

e Prior customer care experience, in SSC

| really appreciate you taking the time to review my application for the
position of senior office administrator.

Sincerely,

Bellamy Ernser



