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Dear Recipient Name:
Dear Hiring Manager,
I am writing to express my interest in the [Job Title] opportunity currently available at [ORGANISATION]. With a strong background in [e.g. client service and administration, I bring a high level of professionalism, attention to detail, and a genuine commitment to delivering a positive experience for both clients and team members].
In my previous roles, [e.g. I have managed a wide range of administrative responsibilities, including document handling, data entry, appointment coordination, and frontline client communication. I pride myself on being organised, proactive, and reliable, able to manage competing priorities while maintaining a calm and approachable manner]. I am confident [using a variety of software programs and thrive in environments where accuracy, confidentiality, and timely service are valued.]
I particularly enjoy working in [e.g. client-facing roles where I can support individuals through processes that may feel complex or unfamiliar. I understand the importance of clear communication, patience, and consistency in building trust and ensuring clients feel supported every step of the way.]
What I bring to your team:
1. [e.g. Proven experience delivering administrative support across busy, client-focused environments.
1. Strong interpersonal skills, with a calm and professional phone manner.
1. High accuracy in documentation and data handling.
1. A collaborative approach, balanced with the ability to work independently.
1. Confidence in using Microsoft Office and client management systems.]
I am enthusiastic about the opportunity to contribute to an organisation that values integrity, efficiency, and care. I would welcome the chance to speak further about how my skills and experience can add value to your team.
Thank you for considering my application. I look forward to the opportunity to discuss this role in more detail.
Warm regards,
Name
email address
Phone number


NOTE: Instructions to this cover letter:
1. Fill in all the red highlighted items with your details and information relevant to the role and get rid of the [ ] brackets.
1. Make sure to change the font colour to black - highlight the red writing and change the colour of the text (It is in the top tool bar with the Symbol A and the colour is red use the drop-down bar and change to black.
1. Make sure that the font is not bald - to change the bold highlight the text and depress the B button in the tool bar. 
1. Change the date to the current date.
1. The cover letter should generally not be longer than two pages it is fine if it is one page just delete the second page by going to the bottom of the page and pressing delete.
1. Delete this section!
1. Make sure to customize each cover letter to each job description.
For more information or assistance feel free to contact me at hello@deluxeresumes.com.au
Or call during business hours on 0425768837.

Regards
Anthi Haitz
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