Sample of Cover Letter for Administrative
Assistant Position with No Experience

[Your Name]

[Your Address]

[City, State, ZIP]
[Your Email]

[Your Phone Number]
[Date]

[Employer's Name]
[Company Name]
[Company Address]
[City, State, ZIP]

Dear [Employer's Name],

| am writing to apply for the Administrative Assistant position at [Company Name], as
advertised on [where you found the job posting]. Although | am new to the field with no
direct experience as an administrative assistant, my educational background and
volunteer work have equipped me with a solid foundation in the skills necessary for the

role.

During my time at [Your University or College], | successfully managed numerous group
projects and honed my organizational, communication, and time management skills.
Additionally, my volunteer experience at [Volunteer Place] has developed my ability to

manage tasks efficiently and assist with various administrative duties.

| am eager to bring my dedication, eagerness to learn, and positive attitude to the

administrative assistant position at [Company Name]. | am particularly impressed by
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[something notable about the company or its culture], and | am enthusiastic about the

opportunity to contribute to your team.

Thank you for considering my application. | look forward to the opportunity to learn more
about this position and to discuss how | can contribute to the success of [Company

Name].

Sincerely,

[Your Name]
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