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Dear Craig Herrera,

I am excited to apply for the administrative assistant position at Public Interest Inc. With over 
eight years of experience as an administrative assistant, I am confident that I have the skills and 
experience necessary to make a valuable contribution to your team.

As you may notice from my resume, I took a two-year career break to care for a family member. 
During this time, I took on several volunteer positions that allowed me to maintain and develop 
my skills. I volunteered as a tutor for an after-school program and organized a fundraising event 
for a local nonprofit. These experiences have helped me stay current and relevant in my field 
and have given me the opportunity to further develop my organizational and communication 
skills.

In my previous role as an administrative assistant at National Family Insurance, I managed 
a wide range of administrative tasks, including managing calendars, booking travel 
arrangements, and processing expense reports. Through my efficient management, I was able 
to increase productivity by 30% within the first year of my employment. Additionally, I improved 
the company's filing system by implementing a digital document management system that 
reduced paper usage by 50% and improved accessibility to information by 40%.

I am also experienced in managing customer and client interactions, including answering 
phone calls, responding to emails, and addressing inquiries. My communication skills have been 
recognized in my previous role, where I successfully resolved 85% of customer complaints and 
inquiries within 24 hours, resulting in a 95% customer satisfaction rate.

Moreover, I have experience in event planning, where I managed the logistics and execution 
of company events, including employee recognition programs and team-building events. 
Through my strong attention to detail and project management skills, I was able to plan and 
execute successful events that contributed to a positive company culture.

As an administrative assistant, I am always seeking to improve my skills and knowledge. I 
have completed courses in Microsoft Office Suite and Google Workspace and am proficient in 
scheduling software such as Doodle and Calendly. Additionally, I have experience managing 
busy calendars for executives, including arranging meetings, scheduling conference calls, and 
coordinating travel logistics.

I am excited about the opportunity to return to the workforce and contribute to Public Interest 
Inc. My skills and experience, combined with my enthusiasm and passion for administrative 
work, make me a strong candidate for this role. Thank you for considering my application.

With Gratitude,

Omari Garner


