RESPECTED SIR

I have more than two  years of human resources administrative experience where I worked as an assistant to management and specific departments. I am applying for the role of Office Administrator . My skills include an ability to meet deadlines, multitasking, constantly exceeding expectations, and ensuring a smooth flow of information from one department to the next.

During my previous role , I worked as the office administrator, where I provided support for executives. The role involved scheduling meetings, planning events, and facilitating the delivery of project information from the Sales Department to the Design Department. I worked on a variety of projects integral to the success of the firm, and implemented a new workflow system that boosted productivity by 35% within six months.
 Human resources, and legal sectors, and it is the latter that I have focused my attention on. Within these industries, I have learned about various HR procedures and policies, and the necessary steps required to enforce them without liability to my company or clients.

My educational and work experience to date have provided me with experience in strategic planning, writing reports, and completing presentations at a boardroom level. Combine this with my work ethic, punctuality, and interpersonal skills, and I believe you have a standout candidate.

I would like the opportunity to discuss the position further. Please call or email me using the information included on this cover letter.

Thank you for your time and consideration.

Kind Regards,
 MEHA KRISHNARAJ

