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Dear Hiring Manager:

| am writing to express my keen interest in pursuing new opportunities that align with my skills
and experiences. With a strong background in administrative support, operations management,
project management and a commitment to professional growth, | am excited to explore potential
roles where | can contribute positively and continue developing my career.

Key strengths | offer include:

— Proven expertise in C-Suite level administrative support in virtual and in-office settings.

— Strong ability to adapt to changing environments and swiftly learn new processes.

— Keen problem-solving skills with a proactive approach to addressing challenges.

— Excellent verbal and written skills to effectively convey ideas, negotiate deals, and build
relationships.

— Capable of analyzing data to make informed business decisions.

— Ability to plan, execute, and oversee projects from inception to completion.

— Making sound and timely decisions that benefit the organization.

— Prioritizing tasks to meet objectives and maintain productivity.

— Ability to inspire and guide team members towards a common goal, promoting
motivation
and efficiency.

My goal is to find a role where | can make meaningful contributions and work alongside
a team committed to excellence and shared success.

| am enthusiastic about the possibility of discussing how | can contribute to your organization. |
look forward to the opportunity to speak with you and explore how my background, skills, and
certifications could be in harmony with your team’s needs. | am available for an interview at your
convenience and can be reached by phone or email.

Thank you for your consideration.

Warm regards,
M. Lynn Owens
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