Jordan Smith
January 16, 2026

Acme Corporation
RE: No Experience Executive Assistant

Dear Hiring Managet,

| am writing to express my enthusiasm for the No Experience Executive Assistant position at Acme Cor-
poration, which | discovered on your careers page. As a highly organized and detail-oriented individual,
| am eager to bring my strong administrative skills and proactive mindset to your dynamic team. | am
particularly drawn to Acme Corporation’s commitment to innovation and excellence, and | believe | can
contribute positively to your operations.

During my time at university, | honed my organizational abilities by serving as the coordinator for a
student-led initiative that organized events for over 200 attendees. This experience required meticulous
planning, effective communication with vendors, and the ability to manage multiple tasks simultaneously.
Additionally, | completed an internship at a local nonprofit where | assisted the administrative team with
scheduling, data entry, and document preparation. | developed a keen attention to detail and enhanced
my proficiency in Microsoft Office and various project management tools, which | believe are essential
skills for the Executive Assistant role.

| am particularly excited about the opportunity to support the executives at Acme Corporation and help
streamline their processes. | am confident that my ability to adapt quickly to new environments and my
commitment to maintaining high professional standards will enable me to make a meaningful contribution
to your team. | would welcome the chance to discuss how my background, skills, and enthusiasm can
be aligned with the goals of Acme Corporation.

Thank you for considering my application. | look forward to the opportunity to speak with you about how
| can contribute to the success of your team as a No Experience Executive Assistant.

Sincerely,

Jordan Smith



