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Dear Mr. Jackson,
 
Much thanks to you for the chance to apply for the Office Manager position at ResumesBot. I am sure
that I'm an incredible fit for this job. With over 10 years of experience as an Office Manager for a
bustling lawful firm, I am capable at taking care of the requests of a quick paced workplace while
keeping up the most astounding benchmarks of value. 
 
As an Office Manager at LiveTrue, I regulated a group of in excess of 15 representatives and composed
all office exercises for two separate branches. I was in charge of choosing and executing another
office-the executives framework that dispensed with the past work escalated paper documenting
framework and improved correspondence speeds by up to 60%. 
 
The absolute most critical parts of being a fruitful Office Manager are foreseeing the necessities of
the official group and taking care of touchy circumstances with civility and circumspection. I was
lauded by my director for my novel capacity to peruse and fittingly react to nonverbal
correspondence from the two partners and customers. Because of this ability, I was welcome to fill in
as a confided in collaborator to two of our association's senior accomplices, and I dealt with the back-
office organization of their immediate reports. 
 
I would respect the opportunity to meet with you to study the Office Manager position and
ResumesBot. I am amped up for the chance to join your group and anticipate talking with you again
about how my aptitudes can profit ResumesBot's office activities.
 
Thank you for your time and consideration.
 
Sincerely,
Jack Plitt

Jack Plitt

Office Manager


