Jordan Taylor
January 16, 2026

Acme Corporation
RE: No Experience Administrative Assistant

Dear Hiring Managet,

| am excited to apply for the No Experience Administrative Assistant position at Acme Corporation, as
advertised on your careers page. | have always admired Acme's commitment to innovation and excel-
lence, and | am eager to contribute to your team with my strong organizational and communication skills.

During my time volunteering at the local community center, | successfully managed multiple adminis-
trative tasks that honed my ability to support operations efficiently. | organized events that involved co-
ordinating schedules and managing participant registrations, which improved attendance rates by 30%
over previous events. Additionally, | developed a filing system for important documents that streamlined
access for staff, reducing the time spent searching for records by nearly 50%. These experiences taught
me the importance of attention to detail and proactive communication, vital skills for any administrative
role.

I am particularly drawn to this position at Acme Corporation because | believe that my willingness to learn
and adapt will allow me to contribute positively to your team. | am eager to bring my strong work ethic
and enthusiasm for supporting others to your administrative team. | would love the opportunity to discuss
how my background can be an asset to Acme and how | can support your goals moving forward. Thank
you for considering my application.

Sincerely,

Jordan Taylor



