Emily Johnson
Email: emily.johnson@example.com

November 4, 2025

Alex Smith
Hiring Manager
Tech Solutions Inc.
Los Angeles, CA

Dear Hiring Manager,,
I am writing to express my interest in the Back Office Associate position at Tech Solutions Inc. With a strong background in administrative support and a passion for optimizing operational efficiency, I am excited about the opportunity to contribute to your team.
In my previous role as an Administrative Assistant, I honed my skills in data management, customer service, and process improvement. My experience in using various software applications, coupled with my attention to detail, allowed me to streamline workflows and enhance productivity. I am confident that my ability to handle multiple tasks and maintain organization will greatly benefit your back-office operations.
I am particularly drawn to this position at Tech Solutions Inc. because of your commitment to innovation and excellence. I admire your focus on creating effective solutions and fostering a collaborative work environment. I am eager to bring my proactive approach and dedication to support your team in achieving its goals.
I would welcome the opportunity to discuss how my skills and experiences align with the needs of your team. Thank you for considering my application. I look forward to the possibility of contributing to Tech Solutions Inc. and am excited to discuss my fit for this role in more detail.
Sincerely,,


Emily Johnson
