AlZA DANIEL adaniel@gmail.com

123.456.789

linkedin.com/in/adaniel

Dear Liyana Grimes,

| am excited to apply for the Office Manager position at VisaTech, as advertised. As a
recent graduate with a Bachelor of Business Administration from Chicago State College,
| am eager to leverage my customer service, administrative skills, and proficiency

in Microsoft Office Suite in a dynamic tech environment. Despite being early in my
career, my experiences in customer support, volunteer coordination, and the hospitality
industry have equipped me with a solid foundation for managing operations and
enhancing organizational efficiency.

During my tenure at Apex Solutions as a Customer Service Representative, | not
only maintained a 95% customer satisfaction rate but also managed booking and
scheduling for service appointments, increasing operational efficiency by 15%. |
employed Microsoft Office tools extensively to create reports and track customer
interactions, demonstrating my ability to adapt technology to streamline processes.
These skills are directly transferable to the Office Manager role at VisaTech, where
effective and efficient management is crucial.

My volunteer experiences at Help Community Center have further honed my
administrative abilities. | assisted in organizing community events, developed an
electronic filing system that improved record-keeping accuracy, and trained new
volunteers on administrative tasks and office systems. This role enhanced my
organizational skills and my ability to manage multiple tasks simultaneously—qualities
that are essential for the Office Manager position at your company.

| am enthusiastic about the opportunity to contribute to VisaTech and am keen to bring
my skills in customer service, effective scheduling, and administrative management to
your team. | am excited about the possibility of discussing how | can contribute to your
team. Thank you for considering my application. | look forward to the opportunity to
further discuss how | can be a valuable asset to VisaTech.

Kindly,

Aiza Daniel




